* 


— Yy SINESS for JANUARY, 1943 % i i P 19 C96 


— — LJ i O 4— 





you meant to write. 
But you were busy; your 
secretary was at lunch; 
you didn’t make a note; you forgot 

7— 
So I was never written; urgent 
work was delayed and loss entailed.” 
That’s typical of what happens with 
i The care of Eyes shorthand dictation. It cannot 
happen with the Dictaphone method. 

oo . . 

Vi With the Dictaphone you don’t 
— in the etal Trades need your secretary to make a note. 
y À ’ . 
m.» Eye hazards are recognised as the most You don — — one ee 
= srious of all non-fatal industrial risks. 70% —— y en it to e Dicta- 
i a weer’ o Apo an Then it is safe. You cannot torget 
ihe majority occur among workers in metals it; no one else can forget it. The 





— 





4 VA ways wear your goggles if your job letter you meant to write is written 
requires them. : You see the difference—so dictate to 
H2) Don’t swap or lend your goggles—keep The o 
» them both clean and sterilised. Dictaphone 


43) If dirt or metal enters your eye, don’t | 
aggravate the trouble by rubbing or getting 
your mate to remove. Go to Nurse or your | 
First Aid Welfare Centre at once. 

44) Always bathe the eye with an approved 
medicated eye lotion. 








15) If you have the slightest doubt regarding 
your vision, visit vour optical consultant 
immediately. 





You have only one pair of eyes—safeguard | 
tiem and conserve your Vision. 


/THE DICTAPHONE CO. LTD. 


Ml ' FARE OFFICERS are invited to apply (Thomas Dixon. Managing Director) 





Write, call or ph to-day for full delatls 


ne 


f9 Optrex Ltd., Wadsworth Road. Perivale, (Dept. H) Kingsway House Kingsway, W.C. 2 
è Middlesex, from whom further particulars are | Telephone : HOLborn 4161 (5 tines). 
Ope had on request. n Leeds, 


is 





At present, — equipment is 
reserved for firms substantially engaged 
on Government work. If you do not 


| 

4 qualify for supply in this way, you can y 
‘ still be among the first to have the 
* benefit when present restrictions are 
| removed, and the demand is certain 
— to be well ahead of supply. Let 
| us record your name NOW upon our 
4 post-war priority list. Wartime proof of 
S a Dictograph advantages is going to mean 
B 3 ~ peace-time progress for firms who profit 
‘te from them. 
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 DICTOGRAPH INTERNAL TELEPHONES 


i | inking up the executives of the business, a 
LP Dictograph Internal Telephone installation is, so 
J | to speak, the neryous system which allows the 
brain to control the body. Providing instant 
inter-communication, with priority for master 
RI =~ stations, it obviates delays and the penalties too 
T often involved, and encourages efficient, intimate, 












economical administration. 
a 


'F 


i DICTOGRAPE SOUND INSTALLATIONS - 


W hen the last ‘alert’ and roof spotters’ warning 
has sounded, Dictograph Sound Installations will 
be able to fulfil without interruption their peace- 
time functions. The music they provide will be 
— and stimulating workers engaged in pro- 
t ducing supplies for the homes of the people. 
| Prompt staff location and mass address facilities are 


added advantages to be gained from these trouble- 
$ frecandeconomicalDictographSound Installations. 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster, S.W.1 (Abbey 5572/5/4) 


Works: CROYDON. Also at BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, LEEDS, MANCHESTER, 
NEWCASTLE, BELFAST, CARDIFF and HUDDERSFIELD 
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P RIMUS Continuous Stationery 


Ep MERE are routine office duties in your organisation which, unless tackled 
efficiently, will sabotage your effořts to keep ahead of schedule—they 

are vitally necessary. What are they? Invoicing, Day-Book Record- 
ing, Works Orders, Inter-House Records, these are your necessities. Yet 
producing them without a plan means loss of time; means, too, that extra 
hours and extra energy will have to be devoted to them at the expense of other 
more important matters. Get them done quicker—get them handled by Primus 
Continuous Stationery and you’ve scored a victory over old-fashioned methods. 


=e 













For HAND-WRITTEN RECORDS, the Primus Register used in conjunction 


Telephone with Continuous Stationery ensures the same speedy, smooth 
HOP 0204 operation, while a copy automatically locked in the 
0205 -0206 machine provides your auditor with a check 


on each transaction. 


CARTER-DAVIS LIMITED 
QUEEN ELIZABETH STREET, LONDON, S.E.1 





TAYLORS raxsor TYPEWRITERS 


Adding Machines, Duplicators, Cash Regis'ers, 


and All Business Appliances BOUGHT AND SOLD, 


SAVE TIME— HIRE AN ADDER 


ADDOGRAPH 
The Simplest Portable Adding, Listing 
Machine | 





PAID for all 


Makes of Modern 
Office 

Machinery: 

Adders, 
Calculators, 

Cashiers, 
bis autor magento, Addressers, 
Ne Mede ‘Omer tan afford. to be D u p | j cato rs, 


NO MORE ERRORS—JUST USE THE 
GUARANTEED ADDOMETER T 
Rapid Automatic Addition & Subtraction. 
Rests flat on the books. For. Decimal or 
Ordinary Figures and Feet and Inches,etc. 
FOR POCKET OR DESK. 
80 Simple Anvone can use it. 


ypewriters, 
Steel Safes 
& Furniture 


WANTED 


FOR 


NATIONAL 
SERVICE 


Turn your 


SURPLUS 
OFFICE 
EQUIPMENT 





ln Piush-lined, ducoid case, 


114 X2} X ġ in, £4 156. 


MONEY MODEL 
Adds to £9,999 19s. llid. Price £6 6s. 
‘When ordering state for what ourpose 
|required. Also a cheaper pocket Adder for 
inary figures and Indian mouey, io 
case, 30/- post free, 


| Size, 


ROTARY CALCULATORS 
ALL MAKES 





4eee* ee el 


and help the 


War Effort 
| TAYLORS TYPEWRITER MARKET 


For all calculations. Multiplies, divides, 
adds and subtracts in 1/10th time taken 
ta dn «an mentaliv 


HIGHEST PRICES 


INTO CASH 


Calculators, Time Recorders, 


HIRED AND REPAIRED 


FOR STOCKTAKING 


THE ALL-RUBBER DAMPER 


gives squeeze control of molsture. 
2/- post free. 





THE TAPPIT ALL-RUBBER DAMPER. 
Every Ready and Hygienic. 

A squeeze controls feed of moisture. 
Bargains in 
ALL MAKES 

VISIBLE INDEX 


SYSTEMS 





FLEXIBLE ELECTRIC DESK LAMP. 


Chrome finish, fitted ash tray and flex. 
Bargain 17/6 each, 
Clip-on lamp for Machine 9/6 each. 





ELIMINATE LOSS AND FRAUD BY 
USING A “SAFEGUARD" THE BEST 
CHEQUE PROTECTOR 


Used by leading Banks and firms. Do you 
realise that an altered cheque is your 
own liability? Price £12 12s. 


All makes of Cheque Writers at 
bargain prices. Ask for list. 


TEMPORARY TYPISTS SENT OUT, 


74 CHANCERY LANE (Holborn End), 
& at Maidenhead. London, W.C.2 
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manager of a factory 
know about 
* SNOWCEM © cement paint, -It 


- represents a new and inexpensive. way — 
to secure more and better work, and a 


efi n ite saving in light and fuel. 


NOWCEM when applied to walls 
and ceilings, and where possible to 
loors, increases actual light through its 


“high reflective properties. Workers- 
can see better at their machines or ~ 


| rapsen W ISHA SHABLE SURFACE. | - 


+ 


ł 


supplied in WENE: | 


and Broken White — is api >l 
a brush in the ordinary way. I 


bile, dustless surface of 


great d 
-ktis waterproof and thoron z 


as being able to — 
surface required for the pi 
Factories Act, 1937, Sec. 


| ECONOMY. : 


- 56 1b8. 3 yajé: aibs aya 
Tos. igj- 71 Ibs. ade 


o 7 pt delivery is assured. You are ‘invited to write — leaflet (eneli : 


stamp) 


THE CEMENT MARKETING co. tto., — — 
HOUSE, COOMBE HILL, KINGSTON. von-tHa 
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These are LENT to YOU 
when will you send them back? 





HUNDREDS of thousands are toiling with hand and brain to fit our transport 


system for its great war tasks. Millions of pounds have been spent, great 
schemes of improvement carried through to make it more efficient. 
But the “system ” is useless and the plans will fail if wagons and lorries, ships and 
canal boats, stand idle in loading bays and sidings, docks and wharves, when they 
could and should be away on new journeys. 
That is something you control. Watch your loading and unloading. Cut ten 
minutes out of each hour of standstill time. That’s what the nation asks of you— 


what it needs from you. 


raaa —— —ñ —ñ — — — Vo kowo your own problems best. Tackle them in your own way 
But tackle them now. Plan, encourage ideas, improvise of needs be. 
Here's a starting-off agenda: 


HECK OFFICE ARRANGEMENTS 2. LASOUR-SAVING EQUIPMENT 
BLACI OUT WORKING 4, OPINIONS OF "MEN WHO DO THE WORK ~ 


Ministry of War Trampor: © 
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Make good your 
loss of staff 


A> ~ 


te 





— 
$ 
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Vitor 
A — — 
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ADAPTA” 


SOLID COMFORT CHAIRS 


THERE IS AN “ADAPTA” CHAIR 
FOR EVERY SEATED WORKER IN 
FACTORY, CANTEEN AND OFFICE. 





“ADAPTA” STOWAWAY CANTEEN TABLES 
COMBINE STRENGTH WITH UTILITY. 


"ADAPTA ” CHAIRS and TABLES are 

made of prime hardwoods by craftsmen 

to afford the maximum comfort for a 
lifetime of service. 


“SIMPLEX” 






ENQUIRIES SHOULD BE ADDRESSED TO: 


OXFORD WOODCRAFT LIMITED, 
474, Cowley Road, OXFORD. 


Phone: OXFORD 77555. Grame: TEAMWORK, OXFORD. 
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Somerset 


for Cider w Imperial 
——— Typewriter 


and also pencils." But if the world-fam- 
ous * ND ' pencils have been recruited into 


the © Utility" they still proudly main | ‘li ications” 
family name of * CUMBERLAND aa en aie, the for all ‘lines of communi 
—— for the word CUMBERLAND on the pencils | 


After t 
Veer the’ war.’ King ne Drawing Office: P — We shall be pleased to send you a copy of our 


-time care of your t riters. 
Cumberland for Pencils tote on he warsime care of your typewriters 
CUMBERLAND PENCIL CO. LTD., KESWICK — Sear ' 


Sales gm — — to: BRITISH PENS LTD., : a 3 
D ROAD, BIRMINGHAM. — — — —⸗— a N 








wy 
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THROUGHOUT the 
world the name of 
MILNERS is a synonym 
for SECURITY. 


The same sound crafts- 
manship which has made 
MILNERS’ SAFES and 
STRONG -ROOMS so 
universally respected is to 
be found in MILNERS’ 
STEEL EQUIPMENT, 
which is designed to pro- 
mote business EFFICIENCY. 


Able administration is bred 
on efficient organisation and 
equipment. Let MILNERS help you 


in your post-war planning. 


ME 
MIL RS 7 £09 aid to officiney 


MILNERS SAFE CO. LTD., 21, HAMPSTEAD LANE, LONDON, N.6. Telephone: MOUntview 6655 












SPEEDY accuracy and efficiency from inexperienced hands. Urgent war orders can be rushed to com- 
pletion quickly and accurately by inexperienced operators with the aid of INDUSTRIA self-adhesive tape which 
fixes identification, instruction and rejection stickers to any smooth surface. INDUSTRIA cellulose tapes are 


stuck directly on the article at the required point to eliminate any possible error in instruction They adhere 
permanently to any smooth surface in a split second without moistening, yet they can easily be peeled off leaving 
no mark. They will not pull off like string tabs, or fall off like old-fashioned gummed stickers, mor rub off like 
chalk marks, and apart from this there are many more applications for self-adhesive tapes which are to-day used m 


hundreds of war factories. 


si aria dustrial Tapes Limited 
52 MARGARET STREET, LONDON, W.7 


Museum 8246-7. 
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, 
= PRODUCTION CONTROL | 
— — — 

* 

ACCOUNTING, COSTING AND PRODUCTION CONTROL RECORDS 

ARE PREPARED WITH MAXIMUM RAPIDITY AND MINIMUM 

EXPENDITURE OF TIME AND LABOUR WITH POWERS PUNCHED 

CARD ACCOUNTING EQUIPMENT 

Preparing Powers punched card accounting and costing records is simple—much simpler and A 
quicker than preparing records by hand or other machine methods. Punching the cards is the ? 


only manual operation in the Powers system and can be performed by junior female staff. The 
, Classification and production of the required records from the information punched on the cards 
is performed entirely mechanically and only requires the absolute minimum cf skilled labour 


Powers Punched Card Accounting—-the most highly developed form 
of mechanised accounting—is unequalled for :— 


COST SUMMARIES; STOCK ACCOUNTS; PRODUCTION 

CONTROL; STORES RECORDS; WORK IN PROGRESS L - 
RECORDS ; PAYROLLS ; INCOME TAX RECORDS; LABOUR | 
ANALYSIS; BONUS SCHEDULES; EFFICIENCY RECORDS ; 

PLANT DISTRIBUTION AND DEPRECIATION RECORDS; 

INVOICES; STATEMENTS; LEDGER ACCOUNTS; PUR- 

CHASES ANALYSIS; SALES ANALYSIS; EXPENSE 


ANALYSIS 
Powers machines may be purchased. hire-purchased or rented on very attractive terms 
Write for literature and a demonstration which will be gladly arranged. — 


POWERS-SAMAS ACCOUNTING MACHINES LIMITED 
POWERS-SAMAS HOUSE - HOLBORN BARS - LONDON, E.C. 
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TREND OF BUSINESS 
The Shape of Trade to 


Come 
By CECIL CHISHOLM 


HOP sales for November 
- show a surprising rise of 
9.2 per cent. A big rise in 
clothing salesis the main cause. 
Average daily apparel sales 
were 125, although the average 
for the previous 12 months was 
but 104. Far more coupons 
were spent this October than 
last. The reason is obviously 
the ending of the roqr-2-cloth- 
ing card’s validity on October 
roth and the start of the new 
coupons’ buying power on 
October 12th. A delay between 
coupon books’ validity is surely 
suggested, 

Significantly, while value of 
non-food stocks was identical 
with that of last October, value 
of food stocks were up 20.7 
per cent. This suggests that 
non-controlled food prices are 
rising rapidly. If this be so, 
we have here a slight dose of 
pure inflation. The only solu- 
tion for this is to widen the 
range of goods rationed. 


ANY business men believe 

that the Beveridge 

Report will be shelved, Here 

are three good reasons against 
this. 

It was drafted with the co- 
operation and support of the 
trade union movement, So the 
trade unions will press for 
action. 

M.O.I. propagandists made 
use of the report throughout 
Occupied Europe. Indeed, the 
Government has allowed a link 
up of this report with the 
Atlantic Charter. It is cited as 
the British contribution to the 
specific working-out of that 
Charter. 

In the event of an election, 
very few -M.P.s could oppose 
it. So to assume that this 
report will be shelved is 
unwise, 

BUSINESS (incorporating 

Busines,” ** 


“ The Magazine of 
stem.” “ Business Organisation and Management ™). 


BVIOUSLY the Beveridge 


Report assumes that our | 


home and export trade fabric 
remains intact after the war. 
It can hardly start intact, be- 
cause too much of it has been 
allowed to slide. How quickly 
can we rebuild it? 

Much how 


depends on 


cheaply and efficiently we can | 


produce. Before the war we 
were losing foreign business, 
not merely to tariffs, quotas and 
bans, but to expensive and 
commonplace production, 


Further, we have been able 
to snatch leadership in- many 
new technical developments, in- 
cluding radio-location. While 
some of our cotton mills may 
require to make electrical 
gadgets or plastics, there is 
every evidence that we can 
compete abroad after the war, 
given an adequate opportunity. 


HAT adequate opportunity 
will not be easily won, 
particularly by the small 
manufacturer, For it demands 
standardised production of a 
few lines in the home market 
to reduce costs to the mini- 
mum, It demands a prosperous 


home market which will 
absorb this output of high- 
quality goods. It demands 


some assurance of security for 
those buying and operating ex- 
pensive new modern plant. It 
demands expert ingenuity and 
resource in marketing abroad 
with reasonable support by 
Government for propaganda, 
marketing data, and transport 
facilities. 

Can we hope for all this 
after the war? A goed deal 
will depend on how ably the 
case for export markets is put 
by industry itself, 

“ Modern 
Puh- 


Commerce,” 


lished by Business Publications Lid.. Whitefriars House, Tallis Street, 


London, E.C.4. Telephone: Central 9891. 


post free in the United Kingdom; 
and Oversens 


Subscription Rates: 20.- n year 


x0. L 


“CONSOL Shelters 
for FIRE WATCHERS 


ATA 


CONSTRUCTORS 


BIRMINCHAM 








Emo ee 
Employee Training 


By A M. COOPER 
311 pages 8x5}. 17,6 net. 


In this book you will find 
original, tested methods of 
employee training that are 
vastly more effective in pro- 
| ducing desired results than 
| older training procedures. Em- 
phasising the rehearsed - con- 
| ference method, the book fur- 
nishes complete course out- 
lines, lesson plans, standard 
practice material, and detailed 
| directions for the installation 
| and operation of any type of 
| employee training, applicable 
to any kind of business. Much 
consideration is given to in- 
stalling programmes for 
‘supervisors and executives, in 
safety training, in public rela- 
tions training. All forms of 
vestibule, apprenticeship, and 
upgrading training are treated. 


_McGraw-HillPublishingGo. Ltd. 


5J- a year post free in the Dominions {| Aldwych House, London, W.C.2 
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NON-STOP TYPING 


Speed up the typing of routine forms requiring 
carbon copies by using the 


EGRY 


SPEED-FEED TYPEWRITER ATTACHMENT 
and Continuous Stationery 


The SPEED-FEED Attachment fits any standard 
make of typewriter, and automatically inter- 
leaves, and withdraws the carbon sheets from 
each set of continuous forms. 


Unproductive operations and waste effort are 
avoided, thus enabling the operator to spend 
more time in actual typing. 


The SPEED-FEED can be detached at a 
moment’s notice, allowing the typewriter to be 
EG RY used for ordinary purposes. | 

LIMITED - WARPLE WAY - ACTON A LONDON, W.3 
Telephone : SHEPHERDS BUSH 3377 (3 lines) Telegrams: EGRYCOMPAK, EALUX, LONDON 








Instruction and 


Nameplate 
Labels 







S PIRANG Bi I 





j X 
. 
* 
i ; 
inna 


y a mes Xe rar el 4 r 
When after the war supplies allow you to choose at | 
your jewellers, electricians or store a Smith ‘‘Sectric’’ Easy to 


Clock for your home, you will do more than install the * apply 
most trouble-free and efficient of all time-keepers. You H 
b > 
will exhibit that readiness to accept and profit from ' Paint TRANSF ERS 
modern progress which is imperative if Britain is to Brilliant If your production is held up for metal or 
hold her ground, other nameplates and instruction labels, 


effect TRAPINEX Paint TRANSFERS will solve 


your problem speedily and effectively. Pro- 
duced in durable paint in slide-off and 
other types in any size or colours, 
Lasting Trapinex Paint Transfers can be applied 
—— py ios! than —— — and ive 
lasting service, qually effective on 
sing L JCS B Sakte: metal, glass, plastics or any smooth 
: surface. 
g in to 





Send us specimens or detalis of your 
Any size requirements, uty aint etc., and we wil? 


Issued by SMITH'S ENGLISH CLOCKS LTD, | | 
CRICKLEWOOD WORKS, LONDON, N.W.2. | —— —AA NEX LTD. 
CEE BOWES PANK 2059 M 








Simplified — Contra! of Purchases 
Production, Ma satena rte, — å A 





PRODUCTION c ONTROL | 














Lack of timely and accurate knowledge 
production problems, 
Undoubtedly there are disappointm ats, 
— plants, caused by oversight, whi 
a simplified system in which time a ad a 
Cont trol.” Such a system so controls the < 
EAE E A 
can be fixed. 
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— o Pabn 
IND USTRIA AL CONSULTANTS 
fridustrial Desligue Ltd. 
LIGHTING | as 
Philips Lane Ltd. a9 
Siemens Electric Lamps 
& Supplies Ltd. » ål 
LOOSE LEAF LEDGERS AM 
SYSTEMS 
Kalamazoo (Sales). lad. Ho 
Ruddock, J, W o & Sens H 
MACHINE ACCOUNTING 


Pach 
Civil ENGINEERING 
CONTRACTORS 
Taylor Woodrow Con- 
struetion Ltd. 48 
CONTINUOUS STATIONERY 
& EQUIPMENT 
Uarter-Davis Lid. w B 
Bary Ltd. ... 
Fanfold Lid, S 
Lamson Paragon Supply 
Co. Ltd, «BS 



















Wilkes, James Lid. ül EQUIPMENT F 
CYGLE PARKS Cypeland-Chatterson Cc.” 

Constructors Ladd, Lt Ltd. — 18 

Fisher & Ludlow Ltd... gy Kalamazoo “Gales Ltd. 31 


OFFICE EQUIPMENT & 
, SUPPLIES ae 
Cave, CL Wi & Cae, Tad, #3 






DICTATING MACHINES. 
Dictaphone Co, Ltd, ... 
Hdiphone Voise Writing 8 










— Peblishing 


“Gledhill Br 


: y Ltd. H a ; 
K * m * 5 te 
andon ey i s, n —— ator Oo. e — * — 
je Caler Ltd. 58 Lid. uplicator Co International Cola 


ELECTRIC CLOCKS Counting ee ve: 


Smith's — Clocks — Lid. 







-CANTEEN ‘SERV 


CHAIRS, STEEL Dor 
Evertaut Limited). E 
Oxford Woodcraft: td 
o Pan-Sad Chair — oen 


bid. Say AA 
OVERALLS 
ELECTRICAL ACCESSORIES Supercraft (Garments) 
Hawkins, L. G, & Co, Ltd. “i wa. Ff 
Lia, 52 Wheeler, H. 6 Co, Ltd. § 
- FACTORY FORM PRODUC- PAINTS 
. FION Cement Marketing. 0, — 


Adrema Lid, 


FACTORY SITES 
Laing, John & Son Ltd. 


Cover ty 
FLOORING 
Great Metropolitan 


58 


Flooring Co, Lid. 44 
HEATING 
Radiant Heating Lid... 59 
Tangyes Lid... ww 4i 
INDUSTRIAL CLEANING 
British Vacuum Cleaner 
& Engineering Co, Ltd, 
Cover ii 


Birector alike. 


Cope-Chat are experts in the devising of striniified mist 
phase of manufacture from contemplating: — purchase: of Haw M terials 
scheduled delivery of the finished product — 
Their methods provide INSIGHT te every ‘ person—from pharge-ha 
Manager—who is interested in the full realisation of pro — potential, thes 
enabling each to ACT according to plan, — 
Cope-Chat methods are extremely simple and reaiiily . t 


THE COPELAND - CHATTERSON Ci 
EXCHANGE HOUSE © OLD CHANGE - 7 


Clark-Gay on 
PAINT PRINTERS 5 
Trapinex Ltd.. .. 1 * 
PHOTOGRAPHIC REPRO. ¥ 
DUCING POLSEN ; 

Ruthurstat hiag, 
PRINTERS 

Wilkes, James: Ltd, cay 
ROTARY REPRODUCING 
MACHINES 

Block & Anderson Et. 
Ford, Frank B, Lid. 
SAFES . 
Milner’s Safe Co. Ltd. 
















| Optrex bta. 
PWS, (industry) $ 











nd ia: Donwal : 











‘by: worker ate 













forth while buying ““Rigmel]’’-Shrunk over- 
ey cost a great deal more than other overalls. 
$. however, that they do NOT cost a lot 
: initial price is only a trifle higher, and this is 
a "more tha 1 offset by improved quavity, longer wear, and 
s needed, In fact, your annual bill for over- 
-< alis should be lower if you insist on Rig iel” -Shrunl 
What is 3 h iden cost 
of overalls that shrink. That hidden — 3 i 
production due to the discomfort cause 
alls. Anyone who has ever worn an ov 
tight knows that it slows one up, makés 
irritable. Almost as bad are overalls that ; 
big “to allow for shrinkage.” You ma 
isolate and asse s such loss, but it is 


















sughi too 
r be able to 


However, ofter they. are washed, , they * oinee more 
than- a negligible- amount. That is because “Rigmel”- 


shrinkage is a mechanical treatment which has reduced © 


the subject of shrinkage almost to an exact science. You'll 
find you can rely on _ Rigmel”-shrinkage as you do on 
pr cision: tools. 


| Laundry- -tested 
‘F e against shrinkage 
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Long: Brott ers, Sheffield, 2 


John Peck & Co, Ltd, $ 
Liverpool, ABS 


James Smith & Co. (Derby) Ltd, | 








T. Jiggins & Son Ltda, ~ $ 





JANUAR} 





MANAGEMEN 













U SI N VESS second nation-wide 
means of meeting ministers’ de 
r methods, executives voted thes 
















By CECIL 


a facing British 


















ost vital weapons : 


Best possible Progress Plan 
Better Balancing of Supplies, 

i New Wages Scheme | 
Care in Fitting in New Workers 


CHISHOLM — 






better wage payment methods. 






















© in 1943 is By this managers mean Ge 
: nc plain. It is also methods which more closely ~, Thr Ea 
l Fdal As Capt. Oliver associate effort and attendance 8. Keer 3 
yttelton. has pointed out, we with extra money. Ba 
è to sécure the same or The reader may ask whether o, Imp: 
higher. output from the same a change in the sample has ot 
en, machines and caused this change in policy. _ Pre 
“Only better man- No: composition of the sample = = (by 
ethods can enable us has not been changed. _ fa): 
0 : du _ Again almost 80 per cent of 49 Wor 
Yet the — of apply- the questionnaires (and returns) T 





ing such methods have. 
creased. Workers are. b 














ted up and- includes most of the important C 
ore rapidly | aircraft concerns; a number of 13. Staff 
non clerical staff the chief aeroplane accessory ~ 14, Bet * 
e proportion of manufacturers; a reasonable _ ee 
y sample of factories making qs / 









ince 1941 


Und è conditions exe- 
co. eutives r be very clear as 
c to their. policy for meeting an 
< increasingly difficult situation, 
< Business War-time Production 
“Surveys are designed to help 
them formulate their plans. 
The results of our new 
survey | are — ia 








“to “ Chasing firms returning employ 5,000 
o prevent Short- people or over; just over 25 
best means of per cent employ between 2,000 
To- day and 5,000, and the remainder of € 
the concerns (about 55 per that. : 
cent) employ between 300 and progress 


dine 


are from factories engaged on 
war work; again, the sample 


tanks, guns and lorries, 

Luxury industry, including 
chocolate, confectionery, spirits, 
soft drinks, cosmetics, fancy 
goods, tobacco, has agam been 
completely excluded. 

One change in the sample is 
the exclusion of the biscuit 
manufacturers; zoning has 


changed the nature of their 


management problems. 

Care has again been taken to 
include factories of all sizes. 
Roughly, 20 per cent of the 


2,000, than 
By keying the returns ac- control of the 
cording to size, it is possible duction. 
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“This — i con- 
sistently urged this point of 
view. We have pointed out 
that American management 
recently made great improve- 
ments in this field--which have 
been too much neglected here. 


This Grading System is 
Simple to Operate 


“in particular, grading systems 
hace too often been over- 
looked, The assumption that 
trade union rates solve the 
wages problem is foolish, It ts 
equally shortsighted to assume 
that there is no way of im- 
proving the position of the 
tool-setter or other skilled 
workers on time compared 
with the boys and girls knock- 
ing it up on piece rate, 

One large concern says their 
experience is that in 90 per 
cent of the cases where output 
has gone up, the increase is due 
either to individual or group 
incentive or to organisation and 
balancing of supplies. 

This frm uses straight piece 


| rates wherever possible, This 





uction of piece rates has 
creased the individual 


a secon a third 1. 


effort three or four times. 
Where piece rates cannot be 


employed, the firm uses the 
group bonus. 
Their most, successful 


method is to fix a target figure 
for each particular group. A 
percentage bonus is then paid 
on every extra 100 or 1,000 or 
10,000, according to the nature 
of the itern, over the target, 

“There still remains,” says 
an executive, “the bugbear of 
work which cannot be con- 
trolled by these two systems, 
and on which the workers are 
paid by hourly rates. In pre- 
war days this kind of labour 
was mostly influenced by the 
fear of losing (the job), but 
under present conditions, with 
the’ Essential Works Order, in- 
dividuals cannot be discharged 
for slackness or slowing down. 

“Even if they could, they 
know that they can step in 
somewhere else, say, across the 
road, (So they are indifferent.) 

“To overcome this, we are at 
present experimenting with a 
new system, which gives 
promise of good results. 

“Briefly, it is as follows: 

‘Workers are paid the stand- 
ard rates to which they are 
entitled, but in addition receive 
a floating rate. For this float- 
ing rate the workers are 
graded A, B and C, which 
represent increases of, say, 3d., 
2d. and id, an hour, 

“ According to the way they 
work during each week, they 
are re-graded. 

“Reliability, willingness and 
consistency eventually put 





Chart Ii — of votes cast for each iha, A. first — — 3 marks, 
= One firm in every three voted for No, 1. > 





them in Grade. A, 

“Any faHing off in interest. 
or discipline reduces them a 
grade, so that the fear of loss 
is allied to the incentive of 
gain in this system. 

Here is a grading system 
which is at once simple and 
easy to operate, Obviously, it 
conflicts with no trade -u 
regulation, Nor has it the di 
advantage of many grading 
systems that a worker may 
slack off when he has reached 
the top grade. 


A Bonus Scheme that is 
R evised ‘Quarterly — 


Many smaller concerns, doing 
individual jobs, now estimate 
the price of each job. The 
workers then receive the whole 
of any saving they may make 

Thi is bonus is divided 
wages received 
y yormally. 

One large concern finds it 
best to make its collective 
bonus system cover the entire 
force — managers, foremen, 
charge-hands, “workers, The 
bonus: is. base the produc 
tion achieved ach quarter... 

This bonus is reviewed” 
quarterly and in 

























adjusted 
accordance with the prodtiction 


efficiency shown, It has proved 


extremely satisfactory since its 
inception twelve months ago. 
Needless to say, this is a 
medium-sized firm doing spe- 
cialised components, subject to. 
quick-change demands from: 
the Ministries. As- 
piecework is impossib 



























reasons behind the 
adoption of. this over-all bonus 
were explained and approved 
the Workers’ Joint Produc- 
tion Committee before any 
steps were taken. Now a large- 

ale graph of the factory's 
production is permanently dis- 
s d in a prominent position. 
oblem ranking next in 
e is that of keeping 
in balance. This is 
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WIN, 
There are one or two smaller 
war work, 


~. industries not on 
: deprived of their main material 
entirely, whose managers get a 
certain production by sheer 
exercise of initiative, resource 
and planning. They search 
until they find non-rationed 
terials; they make use of 
emical research for this 
se: they devise methods 
hening the life of the 
eady in use, 
r —— next in 
s “the fitting of 
into their jobs-~ 
ry life.” This 
in is confined to 
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or lighting score firsts. 


small business put it first. Only 
a handful put it even sec ond, 

The fifth factor in import- 
ance comes a long way behind 
the other four, It is the “use 
of the double shift” One 
famous concern describes this 
as “ the crudest way of getting 
more output, and one of the 
least efficient. 
we have naturally used them 
and they are an essential.” 


The length of the shift is re- 
ceiving more careful consid- 
eration, Experienced indus- 
trialists are beginning to con- 
vince the Ministry of Labour, 
the Ministry of Supply and the 
Ministry of Aircraft Product- 
tion that the 52 to 60-hour week 
is far from being efficient in 
work not controlled by the 
pace of a conveyor or heavy 
machinery. 

One firm on war work has 
already increased output by 15 
per cent through shortening the 
shift, Formerly the two shifts 
ran from 8 a.m, to 8 p.m. and 


8 pm. to 8 am, with 1 hour 
for lunch and = 3-ten-minute 
tea breaks. 


This was reduced to 8 a. m. 
to 7 pm, and 8 p.m, to 7 ams 
with I hour for lunch and 2- 
ten-minute tea breaks. 

On Thursdays work stops at 
6 p.m, 


week is allowed for shopping. 


A time bonus of 1 hour per “St 


day is given, provided no time 


im Pane 


has been permit 


working, 


None the less,. 


One hour off without pay per 4 p 
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BUSINESS for 


our Business in 


Self-contained Sections 


Solves Some 


Problems 


Says E. A. LEVER, B.Sc., B.Com., 


O get action that is both 
quick and efficient is 
always difficult. In war-time 
the difficulty becomes almost 
excruciating. Inexperienced 
executives, green labour, short- 
age of staff, all join to delay 
action and to multiply errors. 
But the present system of 
part functional, part staff-and- 
line management so common 
in this country intensifies the 
difficulty, It takes something 
like genius to balance the 
operation of the two without 
friction, delay and error, 
Worse still, the average 
business in this country has 
quite outgrown its top manage- 
ment set-up. Whenever a busi- 
ness doubles in size its entire 
management control requires 
to be re-organised from top to 
bottom. How many businesses 
on war work have had the 
time, the ability or the oppor- 
tunity for such a root and 
branch re-organisation up top? 


Management's 4 Big 
War-time Worries 


As I see it, the most press- 
ing management problems in 
the average business to-day are 
four : 

(a) Lack of co-ordination of 
the work of the different 
departments. 

(b) Friction, often due to 
independent action by in- 
dividual departments 
which throws other de- 
partments out of gear. 

(c) Difficulty of finding exe- 
cutives to whom serious 
authority can be dele- 
gated, 

(d) Accumulation of small 
errors due to untrained 
staff and green labour, 

As it happens, I have spent 
nuch of my own working life 
n two businesses which were 
free of the root problem of 
nixed functional and staff-and- 
ine management, 


War - time 


Divisional Director 


of a Midland Concern 


In the concern I now serve 
the rather unusual course of 
sub-dividing the business into 
separate units has been fol- 
lowed for many years. This is 
the system which is credited 
with putting General Motors 
at the head of several Ameri- 
can industries during the past 
decade. 


General Motors Led 
in Unit Control 


It will be remembered that 
Sloan found this great combine, 
producing cars, trucks, elec- 
trical gadgets, refrigerators 
and a host of other lines under 
one management. Sloan and 
his co-operators resolutely 
split the business into a series 
of semi-independent units, each 
under the control of one exe- 
cutive only. The general man- 
agement executive was put in 
charge of production, sales, 
accounting—and results. He, 
and he alone, was responsible 
for seeing that his own unit 
worked at a profit. 

This breaking down of the 
giant business resulted in a far 
higher efficiency being achieved 
in almost every individual unit. 
The ablest executives were able 
to give their entire attention to 
the problems of one line instead 
of dissipating their energies 
over the difficulties of fifty. 
The workers came to know the 
boss of their shop, even the 
manager of the whole business 
in which they were working. 
The team spirit was re- 
achieved. 

The great Czech industrial- 
ist, Bata, alone followed this 
unit system of management to 
its logical conclusion on the 
production side. Eventually his 





boot and shoe works had its 
12,000 employees divided into 


250 semi-dependent depart- 
ments. Each of these depart- 
ments was a Separate account- 
ing unit, but, of course, the 
majority were concerned only 
with production, 

The sense of ultimate respon- 
sibility was induced by giving 
each department power to 
debit and credit the goods de- 
livered or received. One de- 
partment could refuse the work 
of another doing the previous 
process in the cycle—or it 
could ask that the goods be 
bought outside at a lower 
cost, 

Every workshop and depart- 
ment had a double interest in 
the proper execution of the 
work. They shared in the 
profits resulting from a reduc- 
tion in their costs or an increase 
in their output; and they bore 
the consequences of any poor 
quality in their work, as shown 
by the refusal of their goods 
by the next workshop.* 


Each Section has its 
own G.M. 


In our own case, each of the 
three departments of the busi- 
ness has its own general man- 
ager. He is responsible for 
production, sales and, most im- 
portant of all, for seeing that 
his business makes a proft. At 
the same time, he uses the 
General Purchasing Depart- 
ment, for routine buying, he 
uses the General Labour 
Office for the emplpyment of 
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*! Working Conditions in a Ration- 
alised Undertaking.” International 
Labour Review, January and Feb- 


THary tanh 





4” 


JANUARY, 1913 


rank and file and for ail per- 
sonnel service, but at the same 
time he selects and appoints 
his own executives, he uses the 
General Accounting Depart- 
ment of the company, although 
he may have his own section 
of it. He also uses the works 
progress office for handling his 
progressing. 
Method gets Quicker 
Action, Reduces Errors 


The first and greatest advan- 
tage of sectionalised general 
management is the reducing of 
errors. Our business consists 
of three separate divisions. In 
effect, our method divides (by 
product) the possibility of 
error by three. 

Of course, plenty of errors 
are still made; but they can 
only be made by the relatively 
few executives required to run 
the section. And these execu- 
tives, being close to their assist- 
ants and foremen are more 
likely to discover the latters’ 
errors before they have gone 
too far. 

Quicker action is naturally 
possible. For three decisions 
out of every four can be made 
by one man, the departmental 
manager, who is thus the 
functional general manager of 
his department. 

Esprit de corps grows much 
more easily in a small business, 
And for all practical purposes 
each section of this concern is 
a small business. People know 
roughly what the firm is trying 
to do, how they are trying to 
do it, how they are going 
about it, whether they are 

ing or not. 

Inevitably, everybody must 
shoulder more responsibility 
than he would in a large 
-concern. Every worker is re- 

ible directly to his own 
chief or manager. That chief 
is probably responsible directly 
to the Divisional Manager. 

Everybody tends to have a 
keener eye on results. By 
results I mean both output as 
well as profit and loss. For the 
chief of the division is respon- 
sible to his Managing Director 
_ for results. Carrying so much 

peat himself, cannot 

to pass on to each of his 
executives his fair share of it. 

Extension of the business is 
simpler under this method of 
management. For it does not 
involve the overburdening of 
the funetinnal denartments. 


The directors have simply to 
a sufficiently able new 
general manager for a new 
product—and tell him to go to 
it. The right man will find his 
own executives, his own de- 
signs, his tools, his materials 
and, if necessary, his market. 

Here we come to the crux 
of the matter. Incidentally, the 
chief weakness of sectionalised 
general management, Its suc- 
cess is dependent on the dis- 
covery of men of special ex- 
perience and ability, 
= One can usually choose a 
man from within a business to 
manage almost any department 
outside accounts and research. 
But it is more difficult to 
produce a man capable of 
managing an entire section of a 
business, 

Such a man is not always 
easily seen, even where he 
exists. 
self. Unhappily, few general 
managers will ever have the 
necessary time to train a young 
executive for general manage- 
ment. Consider the experience 
that is necessary, 


What a Sectional G.M. 
Must Know 


No general manager can 
succeed who has not experi- 
ence of several businesses, 
small and large, who has not 
worked on sales as well as 
production and personnel as 
well as management. Even 
assuming one has an excep- 
tional graduate among one’s 
junior executives how often 
does it happen that he will 
give himself the necessary 


How Efficient are the 
Different Types of Manager? 
Prof. Sargant Florence's 
Analysis. 

Types of Administrator. 


I. Self-made Entrepreneur .. 


II. Family Head 
Ill. Financier 
IV. Director: 


(a) Guinea Pig ... 
(b) Interlocking 


(c) Professional Man A 


V. Ex-Employee 
VI. Ex-Technician 
VII. Trained Administrator 


Nor can he train him- 
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arduous training in different 
sections of the business? 
Normally he is either too lazy 
or too much absorbed ‘in other 
interests to take up the consid- 
erable amount of study which 
is necessary quite apart from 
practical experience. 


Finding Men for 
Sectional Management 
Can a divisional general 

manager be found among the 
directors? Usually this is un- 
likely. For in a normal busi- 
ness the active director is a 
functional executive, fully 
versed in buying or selling, or 
some branch of production, 
but may be ignorant of all the 
other sides of the business. 

In a family business, can a 
member of the family tackle 
the new enterprise? This, too, 
is unlikely, for the active 
members of an owning family 
are either functioning as man- 
aging directors, or they are 
purely functional directors, In 
the first case, one of the man- 
aging directors will not have 
sufficient practical experience 
of all departments of the busi- 
ness to run an entirely new de- 
partment, to produce and sell a 
new product at a profit. In the 
second case, his functional 
training will rule him out of 
veneral management of any 
kind, 

Remember that the general 
management of a section of a 
business demands more detailed 
knowledge and a wise theoretic 
background than the general 
control of an entire business, 


(Turn to page 54) 
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the double 


Con- 





ay tie foan- 


with Government a, 
a steady 


and to the study of-a 
spate of Government. regula- 
tions and labour problems 
associated with. “Ministry of 
Labour orders. — 

vpisi “probably true to say 
‘that the age managing di- 
i y has lost 30 per 
s executive staff to 
es and Government 
ments; that half of the 
of his: ‘remaining staff is 
up-in dealing with Gov- 
ernment Orders and Regula- 
tions, The result is that 35 
: ent of normal management 
ft to run the business. 
amotnt of executive 
one in the busi- 
> probably doubled. 
ange of executive per- 

y influx of green 
Jabour, every loss of an office 
or ay machine, means in- 
creased detailed supervision by 
one manager or another. 

The same thing is already 
happening in the U.S.A. One 
American director puts it in a 
nutshell: “I am too busy to 
run my. own business.” 






























peace-time the solution 
would be a plan for the 
“training of young executives, 





being ore: 


| ABSENT FROM WORK FOR PERIOD 


:Phaining and Holding 
Young Executive j 


To-day this is impossible, In 


the drive for output the short- 
age of labour is such that no 
senior executive has time to 
train new blood. 

But two simpler methods are 
being used successfully in 
many businesses. 

The one is to encourage sub- 
executives to take greater re- 
sponsibilities, to show initia- 
tive, to develop leadership, The 
other is assistance to young 
executives to conserve their 
time and energy, 

The only means of doing this 
is to analyse what they do, 
how they do it, and how long 
each job takes. Many bright 
youngsters can do this for 
themselves, 


NE difficulty is the pres- 

sure put upon the young 
sub-executive. Many a func- 
tional man formerly concerned 
with some branch of produc- 
tion or accounts or personnel, 
is asked to do definite manage- 
ment work. In other words, he 
must see that things get done. 
He must control people. In 
short, he is asked to face 
problems of which he has no 
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experience — for which es 
has little training, 0 o 
What is the best - way? ot 


helping the overburdened young _ 
to carry out the ~~ 


executive 
double load of responsibility? 

There is no short-cut for him. 
He must be assisted to acquire 
the technique of management 
from energetic executives, 


HIS is more easily said 
i than done. In particular 
the functional 
usually weak in showing initia- 
tive and keeping his own men 
on their toes, in leadership. 
cage Bulent must unhesi- 
tatingly be put upon him. Then 
he must be urged to make his 
own assistants do things—he 
must be encouraged to give 


them responsible work wher- gpa” 


ever possible, 

If a young executive is tö 
get a variety of jobs done, he 
must cast his assistants loose 
to take responsibility, 

Four further rules to re- 


member in training a “young 
executive to:take responsibility 


are: that you must back him 
up; that you must give him 
added responsibility gradually ; 
that you must not criticise his 
first mistakes too severely ; 
that you must spend some time 


on his training. 


DMITTEDLY the 


to find the executives, 

keep those one has 

the smaller and younge 

cerns have. chee 7 remintkeably 
-They do. not 








larger concern quite- stupidly 
offers to:double in the mistaken 
belief that- the smooth- -running 
department- is ‘the youngster's 
own creation, 

Very-often the method taken 
ig neither high wages nor fancy 
titles, but. a clean-cut scheme 
of profit-sharing or general 
bonus. I am interested to ‘note 





that we are again receiving - 
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IN WAR-TIME 


Profit Sharing for Executives 
Scrapped Records > Lateness 


v» HE scheme we have in 

mind,” says one man- 

aging director, “is something 

which assures the employee of 

an interest in his returns, holds 

his enthusiasm, but protects the 
if he leaves.” 

Frankly, there are few such 
efficient schemes in this 
country. The best plans of this 
nature are all American. In 
the case cited above each man- 
ager is given a bonus on the 
results of his own department. 
But this method is no more 
likely to interest the young 
executive in the progress of 
the business in general than 
piece-work is likely to interest 
the operator in the efficiency of 
his' department as a whole, A 
profit-sharing or blanket-bonus 
scheme will secure ae first 
aim, or a group nus is 
normally the best method of 
securing the second. 


PROFIT - SHARING 
scheme for executives is 
usually best based on the 
profits of the company as a 
whole. Most successful 
American schemes generally 
ve the managers a share of 
e net profits after the prefer- 
ence shareholders have been 
paid their legal dividend and 
ordi capital has had any- 
thing from 5 to 10 per cent. — 

Sometimes the bonus is paid 
in cash, sometimes in shares of 
the company, 

There are various safeguards 
which link the payment to each 
manager with the degree of 
efficiency in his own section. 

Salesmen and others on 
commission almost never par- 
ticipate in such bonus schemes. 
This applies to sales managers. 

While bonuses must be based 
on the annual balance sheet, it 
is invariably found that the 
payment once only in twelve 
months fails to stimulate in- 
terest. The payment of the 
bonus is best made either quar- 
terly or monthly. This entails 
great accuracy in the quarterly 
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ally payment for the month of 
January can be made for the 
results as shown by the trial 
balance in October. 

We shall publish an article 
on one of the best of these 
schemes now in operation in 
February BUSINESS, 


UITE a number of har- 
rassed heads of business 


are in trouble over their 
records, In the rush of war 
orders, they have obviously 


done away with the majority 
of their sales and many of 
their costing records. Now 
they find that they have diffi- 
culty in the estimating of new 
jobs and in assessing the net 
profit on the work done. 

There is only one solution to 
this problem. It is a vital 
mistake to destroy the essen- 
tial records of costing and 
selling. Records are part of 
the dynamic force of a busi- 
ness; essential records must be 
re-instituted simply because no 
business can be conducted effi- 
ciently without them, 

There is no doubt that the 
American Department of Com- 
merce is taking far better care 
of the future of American 
export after the war than is 
our own B.O.T. in its own 
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feld. Any amount of export 
business is being refused to- 
day, not because no licence can 
be obtained to do it, but simply 
because the routine involved in 
securing a licence is so expen- 
stve and time-wasting, that the 
orders are not worth filling. 
Quite a number of firms 
have actually cut out all their 
overseas business except where 
cash is sent with order and the 
goods can be sent parcel post. 
This is the suicidal result of 
poorly thought-out Government 
regulations, which, although 
they apply to the £1,000 order, 
are impracticable for £5 orders. 


REAT interest is being 
taken in the subject of 
lateness as distinct from ab- 
senteeism, The form men- 
tioned last month belongs to 
Kelvinators, and I reproduce it 
here. Details of the Morris 
method dealing with lateness 
will be found on page 29. 
Notice that Kelvinators lock 
their time-clocks two minutes 
after opening time for each 
shift, while Morris Motors give 
five minutes’ grace, 


Group Pension Schemes 
for Executives 


NE of the less obvious 
method of holding exe- 
cutives is the group pension 
scheme. Even the Beveridge 
Report does not seem to have 
weakened interest in such 
schemes. Insurance companies 
concerned report the normal 
writing of policies. 

Group bonus and pension 
schemes for executives usually 
vary in their success with the 
general level of stability of 
employment in the industry. 


d bir points about the 


latact naliriec T have 


seen are important: they will 
(and usually do) allow for the 
executive who leaves the busi- 
ness or retires to have his pay- 
ments refunded; they may be 
applied to as few as a dozen 
executives; money spent by 
the concerns in this way is, of 
course, free of tax. 

One new trend in Treasury 
policies must, however, be ob- 
served. The Treasury will not 
sanction schemes covering di- 
rectors and executives who are 
in receipt of large salaries 
and/or who are already heavily 
covered bv life insurance 
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HE present shortage of 
office staffs is only too 
well known, but what is not so 
apparent is the lack of know- 
ledge of how to handle the 
personnel, by office managers. 
There are three factors that 
influence the efficiency of an 
office: the method, the eauip- 
ment in use, and the personnel. 
All are inter-related and 
inter-dependent. As no office 
can be efficient without up-to- 
date methods, it is also essen- 
tial that the staff employed 
should make the best effort in 
the use of its equipment, 


Large Staff Turnover 
Aggravates Difficulties 


Most firms are painfully 
aware that it is still possible 
to obtain more output from 
their office staff. But even 
after installing the latest equip- 
ment, the situation often leaves 
much to-be desired. Unfortun- 
ately war conditions have 
caused a large turnover in girl 
clerks. This aggravates the 
difficulties, But this turnover 
could be cut down if the office 
manager would study the 


reasons why jobs take too long, 


mistakes occur, absenteeism is 
excessive, or why girls leave. 
In an office I recently visited 
I found the following reasons 
for inefficiency in the staff : 
1.The manager was a 
dictator, 
2.Some girls had been at 
their particular routine 
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J Se Managing 
= ee Office 


Never Accept a Resignation 
Keep the Office Manager’s 
Door Open to the Staff 


Issue An Office Manual 
Classify Employees’ 


By a Lady Staff Trainer 


jobs for a long time, and 


* were becoming stale. 


-Owing to the glass roofs 
being blacked-out, they 
had been working in arti- 
ficial light for over a year. 
This had a bad effect on 
their health. 

4. The girls were subject to 
a subversive element from 
the works, 

At this firm the personnel 
manager was concerned only 
with the hiring and dismissing 
of the staff, canteen, first-aid 
and A.R.P, work, He did not 
interfere with the personal re- 
lationships between heads of 
departments and their staff. As 
a specialist, he should have 
taken a more personal interest 
in this side of the work. 


Find the Reason for the 
Grievance 


I make it a practice never to 
accept a resignation. If a girl 
tells me she wants to leave, I 
make it my business to hear 
her side of the story. It has 
sometimes happened that the 
charge-hand took a dislike to 
the girl, so henceforth her 
name was on the black-list. 
Maybe she was a high-spirited 


r 
he 


1 
2 
3 Fit the Job to the Worker 
4 
5 


Characteristics 


girl or perhaps very religious, 
or again: the man had made 
advances to her. 

In any case, I have her re- 
moved to another department. 
We always consider the loss of 
a worker to adversely affect the 
progress of the firm. We take 
sreat care in hiring, so there is 


rarely anything in a person’s 
character to warrant a 
discharge, 

A Record of Long 


Service 


Some of our workers have 
been with us for thirty-seven 


years, while a considerable 
number show a ten-years’ 
record. Whenever I hire a 


girl, I tell her that my door is 
open and that she is not to be 
afraid to come and tell me her 
troubles. She is to regard me 
as her elder sister. 

In more than one firm, I have 
found that cardinal faults lie 
at the chief's door. A girl 
clerk told me she did not bring 
certain discrepancies to her 
chief’s notice because she was 
afraid of him, I did not mince 
matters with the chief; he had 
to learn some unpalatable 
truths. Dictatorship may feed 
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by 
Dr, EDWARD. L. LLOYI 


( Managing Director 






















For these reasons, it is believed E. 
J that the share of the multiples = 
ining a must be increasing at theo «s 
pe “of the inde- expense of the independents. — 
şat where one In fact, however, our records mtl 

the same mant- show that already in the av 
le to secure the twelve months ended Septem- fp 
| ber, 1941, the grocery chain d 
‘ipa “remaining share of sales fell from Sg) wbi 
business got as per cent to 30.7 per cent, a § 
tages in com- per cent drop. Further, as our 
will easily be chart reproduced here eee th 
the war. . during the last four two- 
— monthly periods, the imde- 
Does N ot "Support pendents were gaining, on the F 
Assumptions whole, at the expense of the Pri 
multiples. 
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seers york n Personal Relationships ial 
a evidence to. Penalise the Multiple control | 
f these conditions, — | price ack 
cup. the actual . Hllogical as these figures over the 
jese retailers look, there is a series of sound country. 
yals against reasons behind the consumer's 
inthe same choice, for he is tied by 
vay we are rationing to a few shops. 
fii y the amount Whereas, in normal times, the 
= of turnove te ch ti ‘competing shopkeeper seeks the goodwill 
ies line. eee of the customer, now the cus- 
Let us take up our own evi- tomer is cultivating the shop- 
dence against these three com- keeper in order to get favour⸗ 
mon conclusions. In the case able consideration for any un- 
a of the multiple v. independent, rationed supplies he may 
s assumed that, particularly possess, Now, any premium 
case: of couponed » goods, put by the customer on per 
ercentage of inde- sonal relationships invariably 
driven to the penalises the multiple, This is 
their turnover is the experience, not only her 
be profitable than but in the United States over 
: with multiple the past 50 years. 
so assumed Although thousands of 
“of the aver- grocery and drug stores have | 
ich is higher been closed in the past three These facts are importat 
age indé- years, they have, generally most sales managers. : 
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‘going to. emerge — this war 
_ strengthened. rather than weak- 
oened, If many of the weaker 
iren have gone to the wall, 
“more efficient shopkeepers 
ve ‘improved their position. 
-Very often they have many 
more customers than they had 
in September, 1939; they have 
a tighter hold on these cus- 
tomers; and in many cases they 
had made lifelong friends of 
them. 





War-Time Dislocation 


Finds New Users 


The second general view 
“which our researches confutes 
4s the results on the market of 
the withdrawal of a leading 
brand, It does not always 
follow that the manufacturer 
who withdraws soap A or 
: toothpaste B can make up his 
losses in sales of. toothpaste C 
or soap D. l 
< War-time © dislocation is 
handing some. manufacturers as 
many new users in a single 
year as they might have hoped 
to get iñ five. or ten years of 
hard selling in normal times. 
The withdrs wal of a compe- 
> brand is only one reason 
: nother i is the general 
consumer 










incomes, 


-The chart. l 
notable example. of sales 
trends resulting from the 


virtual withdrawal of one of 
the. leading brands (Brand “T”) 
fri ym. the. ver 10. Ge Ulan due. 





2 Band “Ue” 
has grown from ILI per cent 
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— per. cent, 


Similarly, 
competitive share 


to 34.7 per cent. or 32 per cent. 
But in accepting this new 
business and adjusting his pro- 
duction to take care of the 
load thus added, the manufac- 
turer simultaneously incurs a 
heavy risk, unless he takes im- 
mediate steps to avoid losing 
the business at some future 
date. These steps include a 
careful and continuous study 
of consumer sales trends by: 
Areas, 
City sizes, 
Store types and sizes, 
Consumer income groups, 
Price groups, ete., 
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erstand these 
: i rs and devise the 
‘best plans for retaining them. 
This approach is vital if the 
manufacturer is to avoid being 
the victim of the “easy come, 








easy go” proverb—because 
presumably the day will come 
when the conditions which 


created the newly-won business 
will not Ionger exist. 

The brand which: has with- 
drawn may come roaring back 
to recapture its original share 
of.the market, The commodity 
which was in short supply may 
become plentiful again. Theo 
price unbalance caused by the 
war conditions: may become. 
righted, 

These ATE A can be 
coped with best effect by plan- 
ning now. 


When Stork Lost Its 


Brand 


Name 


These Plans Reinstated Its 


Goodwill 


AST autumm the Stork 
Margarine Cookery Ser- 
vice, one of the pioneer ven- 
tures in war-time prestige 
advertising © and publicity, 
entered upon its third year. 
The activities of the Cookery 
Service are of particular in- 
terest in view of the recent 
extension into many fields of 
Government zoning schemes. 
In the summer of 1940 the 
manufacturers and the Govern- 
ment formed an agreement 
that all margarine sold to the 
public in this country should 
be made according to a com- 
mon formula and with the 
addition of a fixed quantity of 
vitamins A and D 
The inclusion of vitamins 
was, of course, no innovation 
to the makers of Stork, but it 
was now specified that brand 
names should: be dropped and 


only two qualities sold, under 
the » 
“Standard.” 
- tion was to be “ pegged ” to the 


“ Special ” and 
F mally distribu- 


Rames 


areas round factories, 
“To Van den Berghs and 


Jurgens Ltd, the makers of 
nt: Speke margarine, this measure 
set a far-reaching nroblem. Far 


and recipe 


years they had been engaged 


in advertising and publicity 


campaigns: which, while aiming 
at raising the general- prestige 
of margarine and educating the 
public in its food value and 
wide uses, had made Stork 
margarine the protagonist in 
such plans, 


Stork margarine had dis- 
appeared for the “ duration,” 
but the firm’s research kitchens 
department were 
still at the disposal of the 
public, The rising problems. of. 
rationing and 
foodstutts were sendi 
wives on an — 








— Book 
had. for instance, been asked 
for by the public within a few 
months of its publication early 
im 1940, 


So it was still possible to 


contact the housewife through — 


our recipe and cookery hints 
service, 


Accordingly, advertising and 
publicity were promptly re- 
grouped round the Stork Mar- 


garine Cookery Servirs_ 








JANUARY, 1943 


These Petty Thefts 


and Frauds 


OST firms pay a firm of 

accountants to look after 
their books. “So we have no 
need for a system of internal 
office checks,” add some. 

The number of cases that 
come before the courts points 
to the need of adequate pre- 
ventative measures. It is no 
use complaining of a clerk’s 
duplicity if we put temptation 
in his way and he falls. 

Fraud usually arises in con- 
nection with: 

1. Misappropriation of cash : 

(a) by receiving cashiers, 
collecting agents or petty 
cashiers, 

(b) by paying cashiers or 
those responsible for the 
preparation of wage 
sheets and payment of 
wages, stamping of in- 
surance cards and post- 
age books. 

2. The misappropriation 
of easily transported govds. 

3. Manipulation of sales 
and preparation of false 
stock sheets by those whose 
income is affected by the rise 
and fall of profits or turn- 
over. 

While outside auditors are 
appointed to detect fraud, the 

tion of it, from within, 
is far more satisfactory. 


Frauds are Detected 
During Holidays 


When is it possible to detect 
frauds? Three-quarters of 
them are detected during 
holiday or sickness periods. 

The important factor in any 
system of internal audit is that 
a rule should be made that any 
person who has control of 
cash, such as the receiving or 
paying cashier or the agent 
who collects accounts, etc., 
should never be allowed to take 
his holidays in single days. 
When ‘he has to take them as 
Sept: of seven or fourteen 

ays, there is an opportunity to 
check his books. 

As an instance of this, we 
may quote the case of a certain 


For further reference, see INTER- 
EAT ORAS ACCOUNTANTS’ JOUR- 
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Here is a List of 
Internal Office 
Checks that will 
Prevent Most of 
Them 


By 
An Office Manager 


insurance company which re- 
quired receipts for premiums 
to be made out in advance and 
placed in the keeping of their 
receiving cashier, When the 
assured person came to the 
counter to pay his premium, 
the cashier merely. had to 
extract the receipt, sign it and 
hand it over in exchange for 
the cash, 

Monthly premiums were pay- 
able on the first of the month, 
but a month’s grace was 
allowed, The cashier knew 
that any premium he received 
could be “ borrowed” until the 
days of grace expired, and it 
could then be repaid from 
money received for the next 
month. The notices of lapse 
were not sent out until the 4th 
to the 8th of the succeeding 
month, so there was time to 
repay beforehand, 

All went well for the cashier 
so long as he was not away 
for more than a day or so ata 
time, but, unfortunately for 
him, there came a time when 
he fell ill, and was kept away 
for several weeks, 


“ Borrowed” Money is 


Difficult to Repay 


As he was not able to repay 
the “ borrowed” money, certain 
clients received lapse notices, 
and there followed a proces- 
sion of irate people, waving 
receipts and lapse forms for 
the same premium. This danger 
was finally obviated by arrang- 
ing that the receiving clerk 
should not have charge of the 
receipts; he had to sign for 
them from the cashier. 
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No receiving clerk should be 


allowed to post his receipt 
from the cash book into the 
ledger. This places temptation 
in the way of anyone who 
is financially embarassed. In a 
counter trade, where money is 
paid over the counter, suppose 
£8 is paid in cash, he is able 
te pay, say, £4 into the cash 
book and post it to the cus- 
tomer’s account. He then posts 
a fictitious entry of £4 to the 
customer's credit. This wilt 
hide the forgery from dis- 
covery when the monthly state- 
ments are sent out. The false 
entries could be posted to the 
Journal as “rebate,” "bad 
debt” or “discount,” ete 


Prevention is the 
Best Cure 


It is obvious that sooner or 
later the forgery is bound to 
be found out, but then it is too 
late: the money is lost. 


Collusion between the cash 
and ledger clerks in these 
matters is more rare. It is 


therefore essential that entries 
affecting the credit side of the 
accounts should be under the 
inspection of a higher execu- 
tive. 

Cheques are not entirely 
fraud proof unless certain 
definite precautions have been 
taken. While practically every 
business cheque is now crossed, 
many people do not take the 
trouble to affect further pro- 
tection. This can be done by 
marking them in any of the 
tollowing ways : 

(a) “ Not negotiable.” 

ta “ Account payee only.” 

c) With the name of the 

receiving firm’s bank. 
(Turn to page 52) 
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ANY firms have experi- 
enced difficulty with the 
handling of their filing system 
through the calling up of their 
trained office staff and the job 
now being handled by recruits. 
They have therefore found it 
necessary to simplify their 
system on the most elementary 
principles. 

“Of all the office operations, 
filing still remains the Cinder- 
ella.” This remark was passed 
the other day by an authority 
in the trade, after a wide ex- 
perience, over a period of 
years, Although filing, by 
many, is regarded as being too 
elementary to deserve serious 
consideration, its neglect has 
produced far too many bottle- 
necks in this fourth year of 
war, 


The System Depends 
on the Operator 


That is not to say that the 
science of filing has not pro- 
gressed, but in spite of im- 
proved methods now at the 
disposal of firms, many have 
not realised the advantages to 

derived from the more 
scientific methods available, 

The two factors which affect 
this operation are the system 
and the operator. We must fix 
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Making the F fling System 


Use this Guide to Overhaul 


The operator 
Went diately the 
ti MLIGI file required. 
— 


in our minds very clearly our 
reasons for filing. Broadly 
speaking, they are: 
(a) To keep correspondence 
for reference, 
(b) To have documentary 
evidence. 


Quickness and Accuracy i 


are Essential 


While the latter is static, the 
former is most active. The 
necessity of constantly refer- 
ring to correspondence with 
ease, accuracy and speed, has 
brought into being the latest 
developments in filing, Several 
factors govern the selection of 
the best method. 

(a) Suitability for the par- 

ticular type of work. 

(b) It must be a method 
which ensures clear and 
rapid operating. 

(c) Ease of expansion and 
decentralisation. 

Reference is generally needed 
in a hurry; quite often, in re- 
sponse to a telephone call. For 
the busy executive to put his 
hand on a required letter 
should be the work of seconds. 
At times the landing of an im- 
portant contract may hinge on 
the desired information being 
found without delav: or a 


Your Filing System 


I 


A Summary of the Best 
Filing Methods 


snap judgment must be veri- 
fied; somebody's word must 
be substantiated in written 
detail. In each case the onus 
is on the filing system, 

This points clearly to which 
is the more important opera- 
tion as a time factor; the enter- 
ing or extraction of a letter 
from the file. It is fatal to 
scamp the clerk's time in actual 
filing, 


Five Causes of 
Incorrect Filing 


Too many firms have paid 
so little attention to this matter 
that they still regard the saving 
of a junior’s time (measured in 
shillings) as of major import- 
ance, while failing to check up 
on the executive's time (mea- 
sured in pounds) wasted while 
waiting for an important letter. 
To this latter figure must be 
added the time wasted by 
several clerks spent in search- 
ing for the missing document. 

Incorrect filing falls under 
these five heads. 

1, File inserted in wrong 

position in cabinet. 

2. File inserted in 

cabinet, 

3. Letter in wrong file, 

4. File missing. 

5. Letter missing. 

These faults may 
through: 

(a) A too complicated system. 

(b) A poor operator, 


1, File inserted in wrong 
position, This is normally due 


wrong 


occur 


to: 

(a) Through guide cards 
being damaged and the 
indicator letter or num- 
ber being indistinguish- 
able. 

(b) Carelessness on the part 
of the operator. 

(c) Bad lighting or other ob- 
structions, such as not 
enough space for the 


onerator 
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Foolproof for the Office Recruit 


2. File inserted in wrong 
cabinet. This is generally due 
to someone other than the 
filing clerk (unless she blunders 
exceptionally). 


3. Letter in file. This 
is casily done where letters are 
inserted without taking the file 
out of the cabinet, The method 
is claimed to be a time-saver, 
but with such a serious draw- 
back its efficiency is reduced. 
Sometimes a letter is extracted 
and not refiled correctly, 


4, File missing, This occurs 
when a file is borrowed by 
someone and it is not returned 
immediately when he has fin- 
ished with it. To overcome 
this, the filing clerk should be 
in sole control and should not 
allow any file to be borrowed 
without inserting a guide card 
or other si giving clear in- 
dication of its whereabouts. 


5. This 
occurs as in No, 3, when some- 
one has taken the letter out of 
the file and failed to return it. 
To obviate this all letters 
should be punched and secured 
in the file. rigid order 
should stipulate that no letters 
are to be extracted from any 
file, When necessary, the file 
should be borrowed intact. 

Files may be classified by 

the three following 
methods : 

1. Alphabetical. 

2. Numeri 

Alpha-numerical. 

No one of these methods 
suits all filing work. 

Here is a rough guide for 
classification : 


three, 
Invoices: according to day- 
book folio, 

Orders (of all sorts and fac- 
tory forms): Numerical, 
Advice notes: alphabetical 

and date, 


How a Filing System 
Grows 


: any of the 


While correspondence adapts 
itself to vertical filing, invoices, 
orders, advice notes and such 

that for constant 


type 
reference are best adapted to 
the „Lever Arch box filing 


A small office starts its filing 
on the alphabetical system, re- 
ferring to names of firms and 
not individuals, and keeping 
strictly in order to the initial 
letter of the name. As the 
volume of correspondence 
grows, further divisions be- 
come necessary, sO a geo- 


graphical reference is added— EON 
y 


; street, town or country, A f 
miscellaneous file is provided os 


in the front part of each divi- 
sion for isolated correspond- 
ence. 

lf a firm’s business falls into 
trade classifications, filing 
under the heading of trades 
will be more effective. 

= 


A System to Fit Each 
Department 


In a works office, filing by 
job numbers will prove a more 
efficient method. In the buying 
department, where a number of 
estimates are received, these 
will be filed with the contract. 
The buying department of a 
large munition works classifies 
its estimates, tenders and cor- 
respondence in date-cum- 
alphabetical order. The receiv- 
ing department of the same 
firm files according to contract- 
cum-job-cum-date. The refer- 
ence used is in this order : 

4901 /62/202/42; which refers 
to Purchase Order 4,901 for 
tools on job No, 62 for Con- 
tract No. 292 of 1942, 

Where five thousand orders 
a year are placed for tools 
and maintenance alone, this 
advanced filing system is 
essential, 


Advantages of the 
Lever-Arch File 


In this department scores of 
orders are referred to every 
day. In such circumstances, it 
would take far too long to 
extract each order from its 
file. Accordingly the lever arch 
file is used. Every order is 
filed in its correct numerical 
position, so that when required 
other orders in front are 
thrown over the arch, thus 
allowing for the desired one 
to be extracted. The ideal 
svstem should not involve un- 


necessary operations. Letters 
in overloaded folders become 
defaced and crumpled, 


In overcrowded drawers the 
files are liable to either slip 
under each other or ride up 
and get torn, All this untidi- 
ness leads to difficulties in 
filing and locating letters. 

Overcrowding is a sign that 
either the older part of the 
correspondence needs to be 
transferred to a store file or 
the system needs a further 
division, a 


At-a-Glance Filing has 
many Advantages 


To overcome the disadvan- 
tage of vertical files gradually 
resolving themselves into an 
oblique or horizontal mess, the 

system is now avail- 
able. This also has the advan- 
tage of being full vision fat 
top (see illustration). 


The folders are 
with a metal hanger. is is 
suspended on a steel frame 
which slips inside the filing 
drawer. 

On opening the drawer, we 
see at a glance the name o 
every firm's correspondence 


filed, in clear script. More- 
over, —— guide 

separate each alphabeti or 
numerical section. They are as 
arresting as road and rail signs 
and signals. The first rank of 
signals refers to the initial 
letter, the second rank may 
refer to the second letter of the 
name. While the first graphs 


(Turn to page 64) 
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Health and Attendance in 1943 


By H. A. GODDARD 


Personnel Manager 


At the moment we find at- 
tention to the health of the in- 
dividual worker becoming of 
increasing importance, To-day 
every factory is taking on far 
more C3 people than ever 
before. War-time diet, while 
adequate, does not increase re- 
sistance, Many of the women 
workers, never having been in 
a factory before, suffer unusual 
strain, The more we have 
studied this question of the 
worker's health, the more intri- 
cate the problem becomes, 

As the result of much 
thought and deliberation, thie 
directors decided to extend the 
medical services which we offer 
to our employees. We have 
just completed building a new 
medical block, which will be in 
operation from January Ist, 
1943. We want to provide a 
complete health service for 
every executive and worker. 


X-Ray Will Pick out Early 
T.B. Cases 


We are installing the very 
latest four-valve super-power 
X-Ray plant with a rotating 
anode tube, and a tomogram 
attachment by which X-Ray 
photographs can be taken of 
every organ at a pre- 
determined depth. 

When the experimental stage 
has passed we shall do mass 
tubercular radiography which 
will pick out early sufferers 
from tuberculosis for prompt 
treatment, 

There is a complete dental 
lay-out with first-class unit, the 
latest McKesson control 
anzsthetic machine, separate 
X-Ray, and so on, A full-time 
dental surgeon from the staff 
of a famous hospital will 
examine and advise the worker 
free of charge and do any ex- 
tractions or conservative work, 
and make any of the finest new 
dentures in plastic at normal 
panel charges. 


Morris Motors Ltd. 


The Cambridge electro- 
cardiogram will make micro- 
scopic photos of the electro- 
magnetic waves of the heart, 
and give evidence as to the 
precise state of that heart, 
which will be of greatest value. 

A complete optical unit 
staffed from the local eye 
hospital having the latest slit 
lamps, amblyscopes, and sowon, 
will ensure that the workman, 


first of ail, gets a Harley 
Street opinion and prescrip- 
tion, followed by a set of 


glasses to his own choice at 
cost price. 

Infra-red and_ ultra-violet 
lamps will treat rheumatism 
and kindred diseases, to which 
will later be added short-wave 
and diathermy therapy. 

With the microscope in the 
pathological laboratory, blood 
counts will be done. 

In short, both executives and 
workers will get treatment 
by appointment during their 
working hours. 

It is hoped to extend the 
scheme to the wives and 
families of employees, working 
in the closest liaison with the 
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All appointments are scheduled by means of the lit 


shown above. 
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X\-Raying Every Worker 


Plans for Better 


family doctor, who will be in- 
vited to call upon us, see what 
we are doing, The whole of 
the instrumental aid, costing 
many thousands of pounds, will 
be placed freely at his disposal, 

With all this equipment, we 
shall be able to direct workers 
to jobs suited to their capa- 
bilities and cure minor afflic- 
tions before they have become 
major disabilities. By bringing 
Harley Street to the factory, 
we hope to give to the worker 
that complete medical service 
which up to now has been the 
prerogative of the wealthy, 

Rehabilitation also will rank 
as of first-rate importance. The 
worker who loses his leg will 
not be paid compensation and 
forgotten. He will be supplied 
with and taught to use the 
finest artificial leg that money 
can buy. 

In addition to our medical 
services, we have also arranged 
for a barber’s shop for men. 
This we have found to be a 
very practical help with absen- 
tecism since the hairdressers in 
our city close at 6 p.m. This 
means that a man has to have 
time off to have his hair cut, 

We allow each individual 10 
minutes for a haircut, and our 
barber’s shop is “ playing to 
capacity.” We arrange the 
appointments geographically, 
each block is dealt with on its 
own day. 


HAIR-CUTTING SALOON 


Detwe. = i 


YOU MUST KEEP YOUR APPOINT. 
MENT TO AVOID LOSS OF TIME 







Hairdresser’s Shop is “ playing to capacity? 
tle record 
Each block has its own weekly hours. 
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J June Business I detailed 
our eight-point plan to 
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months’ progress. 

particularly interested 
ice the method of a 
d. firm quoted in De- 
Business of preventing 
y close the gates 
after the whistle 
ove all the time- 
racks; we have 



















a vat similar 
yr ock all the 
time-c e` minutes 
after the appoin hour o 
starting. Everyone arriving 


after this time has to go to the 
“Foreman to obtain his time-card 

and at the same time has to 

explain the reason for lis 
ateness. 


, Records Help the 
Department 












yrded by the fore- 
d for that pur- 
foreman also 
from work. 
“cords. we mark 
xcuses such 
sf © transport 
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A— Absent- -no reason 


= in front refers to individual over — Middle pen ji 
extent and causes of absence over a week. Card at back a fortnigt at's 


extent of absence for a section. 


certificates. The result is a 


residue of what we term un 


explained lateness and absence. 
This unexplained list goes 


— the personnel and welfare 


manager, who has appointed 
two ofhcers, one a woman, to 
interview all these unexplained 
absentees. 

This contact 


work is very 


valuable to us on the welfare 


side, since it often brings to 
light circumstances which 
otherwise would not have been 


known by the W felfare Depart- 


ment. “A 

Cause of absent! may be a 
sick mother who has to be 
attended to, or perhaps an 
evacuee who is compulsorily 
billeted in some billet where 
the landlady may not wish to 
provide breakfast. 





busy, and, in fact do, arrange 
breakfast to be served in the 
canteen from 7 o'clock to 8 
o'clock in the morning. We 
work on the principle that no 
one really wants to stay away 
from work. “3 

If they do, — is a cause, 
and if they have a cause, well 
then, we must. help to find a 
cure, Our aim is to get fie 
home background of any person 
concerned in- lateness or ab- 
sence, In thisawayowe are sure 


ar e OEO 
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Service Officer’ for per 















done before _ 
reported: | 

Tf the ca 
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days. 















ment, pa 
tion fo censure 
fellow: -employ ees, 




















Here the | 
Welfare Department can get. 


yet had io send onë 
workers before the 


lateness or absenteeism, bt 
all of our workers are f 
from the loca 
While we. stil 
the reception, testing and ti 
ful promotion of the i! 
worker is by far the mest i 
portant part of the work of the ie 
personnel manager, new devel- 
opments have, been, rather i i 












Fate err our 
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! < rganisations 
itry. He reported a 
rent among these 
that ane — of 








“eps Ty or.in any 
of the specialist sections. Our 
“The. reason. for: this is poor 
training, the. tack of standards, 
failure to pay for skill, failure 
to grade work, failure to instil 
a sense of. professional pride 
into the office worker. 

‘None of these evils can be 
attacked save by a strong asso- 
ciation embracing the leading 
management executives of the 
largest concerns, 

But the office. e ecutive is 
concerned with all s : 
side. problems, from account- 

_ tailway rates, from 

Management to 

E. P. Te allowances. 











RHE matter is particularly 





well put in 








l Mr. W; J. fee After: refer- — 


“existing 


“Narr con- - 


agt- 


~ Readers — 


accountant probably, but are 


not his particular difficulties. 


There are hundreds of prob- 
lems solved by ofice man- 
agement which could, and 
should, be made available 
for general use. These solu- 
tions can then be taken as a 
basis for training junior 
office staff with a view to 
qualifying examinations, 





Do You Want : an 


s Assoctiaion for 
Senior Office Execu- 
tives ? 


If so, write and give the 
Editor your views. They 
will be eis ous con- 
sidered. 





It is my opinion that if a 
meeting of experienced oflice 
managers were called, you 
would find that such an asso- 
ciation d 
-would serve a real purpose 
in the commercial equipment 
of this country, 

Let us refrain from a 
desire to tag several letters 
after our name. Let it be 
an association for the prac- 

~ tical solution of mutual diffi- 
culties, publish manuals and 
test papers which- 





of the country to profit. by 
the bitter experiences , of t the 
senior management 
Da s—havi ing to — this 
experience painfully for 
themselves, 

I think there is quite a 
good deal in your suggestion 
| and shall be glad to give it 


2 — ee a e a 


Such an Association 


Virtuali 


be formed and 


| 1 would © 
enable the commercial would 3 










is 






SHE need — a senio OY eoa 
‘executive association has = 
never been better’ put. Other 
correspondents — 
variety of other urg 
such a body, Indeed: | 
seems to be no end to the work. 
waiting to be dene in this field. 
This reception for’ our Sus 
gestion is encouragi 7 z 
But the times are i 
Most executives are “presse | 
for time and: staff. BUSINESS 
could not back the formation 
of the new associ eat this 
moment, unless a 
the largest conce 
pared to. take. th 
the forming: 























‘TE you — "iat his À 
needs doing, and that. you 
would like to help, please write 
to the Editor of Busrness, 
Steet Be ONS Tallis. 3 










ORD FORRES, new Direc- — 
tor of Office Machine 
has made certain changes in 
the Board of Trade set-up. 
- speaking, Committee 
No. 3 of the Office Appliances. ‘y 
Trades Association disappears. o 





This Committee contacted the — 


matters 
F other l 


Directorate on all 
affecting specialised _ 
systems and office „prir 
In future, 
mantifacturers: 
will dep 















BOT un 
ce Be a S oy Chass 


‘This — 

Committee works closely with 

the Master Printers’ Federation.. 
This change will simpli i. 


manufacturers’ contac 
the B.O.T, and expedit 
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Production. 


Witn Kalamazoo “Copy-writing’™’ you 


“| 
£i 
Me 


* 


can—at one hand writing— produce 


these three records 
. .. . Customer's Ledger Account 
. .. . Customer's Statement 


a Proof Sheet which daily 
proves the accuracy of post 
ings (and also, if required 
provides ananalysis of sales 


Much valuable clerical time is saved by 
this method, no copying errors can 
occur (one writing makes all three 
records), and the daily proof of posting 
is entirely automatic Moreover, 
Statements prepared simultaneously 
with the Accounts— are ready whenever 
required. 


This ts but one ot the contributions which 
Kalamazoo Ss stems are making fo the 
war effort by reducing clerical work and 
bringing it into step with rapidly increas 
ing armament production. 


Copy-writing 
L- System 


i 
es 
| 
| 


Kalamazoo Ltd. Northfield, Birmingham. ‘Phone: PRI.110! 



















One Stencil for Two Sides 
k of Paper. Many firms are 
si till — out — 










paper: ha ey must ve: two 
made and the paper put 
hrough the machine twice, 
| This is not the case, A stencil 
which would normally take 
one side of a quarto sheet can 
: cbe. run off, on a sheet half the 
x only one stencil and 
of the paper. Here 
done. 
— stencil in the 
stopping about 
above the middle 
“of the sheet, then take it out of 
the typewriter and insert again, 
= apside down. The remainder 
of. the stencil can be cut, 
Next run off on the machine 
half as many copies as are re- 
quired on a quarto sheet, then 
turn the copies over to the 
ide’ top to bottom, not 
Run off the re- 
: it if the. copies and then 
: ut the sheets in halí. 


Rubber Stamps Substitute 
fat for Labels: Economy in the 
ty use. of. paper has, of course, 
2 vented a great deal of paper 


and as paper is used with more 
~ and more. care, so the salvage 
returns are: ‘bound to become 
smnaller—there just won't be so 
“much paper to salvage, 

A large publisher has put 
every. possible economy into 
effect, ificing old methods 
cessary, Old scraps of 
are. used for scribbling 
pads, scribbling on. blotting 

ads. (the -greatest wearing 
factor) has been forbidden, and 
































now. used moras of tabels. 


m ever becoming salvage, 


ubber stamp replica of labels 


lt includes tips on the use 
of headed and plain paper, 
office memos and carbon sheets, 
Carbens should be kept sep- 
arate from ordinary paper 
when put out for salvage, and 
pencils should not be sharpened 
into the waste-paper baskets as 
the lead has a harmful effect 
on the paper for repulping. 


Old Telephone Directory 

Can be Overprinted. Not 
only do a London firm of 
printers practise economy 
themselves but they also try to 
pass on the crusade to their 
clients, One client, who 
wanted some throwaways: to 
advertise a salvage drive, was 
very pleased with one of their 
suggestions: a very old tele- 


phone directory, long due for 


salvage, was deprived of its 
spine and overprinted in red. 
Large type was used, 
5 Envelopes Discontinued. 
Public utility concerns such 
as gas and electricity com- 
panies, plan to save thousands 
of tons of paper per annum by 
discontinuing the use of en- 
velopes when sending out 
accounts, 
London’: s Gas, Light & Coke 
Co., for instance, is changing 


over to a tuck-in, envelope-less | 


account, as soon as present 
stocks are exhausted. - This 
will save two million envelopes 


a year, 
The Metropolitan Electric 
Supply Co. seals its accounts 


with a tiny square of gummed 
paper, thus saving 400,000 en- 
velopes a year, and throughout 
the country other companies 


are adopting this vital war 
economy. 
Showeards from Blitzed 


Glass. Government De- 
partments and important ad- 
vertisers are using glass from 
blitzed windows instead of 
cardboard for showcards, One 
advantage is that the design 
can be cleaned off and glass 


mounts, 


SINESS for 





K "< Mintessre Heading 
Affects Further Saving. A 
large supply firm has adopted 


one utility. letter-heading. mea» 


suring only 4 ins. by. 5 ins., 
which has the address printed 
across the bottom of the sheet. 
This does away with that blank 

space which normally has to be ~ 
left at the bottom to hold the 
letter-head in the typewriter. 


— Stewards — Be 
ary! Considerable time ` 

is ion go expense involved. 
by the inclusion of “ contra- 
ries” in waste paper sent for 
Salvage, ‘“Contraries” are. 
all objects other than paper, 
which are included by accident 
or through carelessness. They 


include such things as old 
razor blades, clips, nails, 
nuts and bolts, | 





bottles. and 
glass, and may cause dat 

to pulping machi 
detected, See shat ¥ 
paper is free from s 


ll Be Terse, Economitse in 
words in business letters. 

Tt saves paper, — and 

typewriter wear, a 


1 To Photographic — 
ments. Twenty” 
half-plate prints can make 1, 000 
cartridge wads, Trimmings, 
photostats, spoiled prints, old 
ete, should all be 
given for Salvage. Weed out - 


all unwanted prints, card and a 
blue-prints. i 





sieves — achine with “practi- : j 
cally all the- contents of special n 
salvage bins and floor s 






ings. Amongst one month's 
items recovered were 2,255 
nuts and bolts, 2,334 nuts, 
11,551 rivets, 1,016 washers, 5 
clothes buttons, 33 duralac | 
tubes, g clampits and 56 lbs. = 
each of steel and aluminium a 


swarf. On this scale, one year’s 
aluminium reclamation would 
provide sufficient for.a Spitfire. 
Labour cost involved was 










“spoilt g 
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PIONEERS OF MECHANIZED PRODUCTION CONTROL SINCE 1935 





















are occurring continuously 
in war-time with every type 
of weapon. 
Lessons must be learned quickly 
from battle experience and rapid 
adaptation to new developments 
is a vital necessity. | 
If production is to keep pace with 
these ever changing demands a 
completely flexible system of 
works routine is essential. 


‘B& A’ 
SIMPLEX 


MECHANISED 
PRODUCTION ROUTINE 


provides complete control com- 
bined with complete flexibility. 


EWES. | 
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Write to the Systems Department 


m BLOCK & ANDERSON LTD. 
AC Be < OLD MILL HOUSE’ > TRUMPINGTON ROAD - CAMBRIDGE 
itt Telephone: Trumpington 305 (3 lines) 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool, 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton 
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ee t is. as necessary as 
nm a factory, 

thes: question | 
ne in office. hours, 
st- allow a little 
-a blind eye, 
1a girl absents 
tl ree times ina 
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eve ‘there are 
a worker knows 


“cleared aw ay. 


. given or 


"hi man than | 


oe. driving | 


“inspect 3 
good ones. 


Autocratic Outlook Will 


: the services 


the time to 
have an out- iy 
time” 


Stranger,” 
of 


The attitude 


Smith & Son Ltd., 
* — good practice, 
Nine 36-page booklet to their library 
—— — entitled “ The Good“ ae, 
Librarian” g 
Although the foreword says 


possible. We have 
been guilty ee resenting the 
trafic policeman when we 
thought he had held us up too 


long, but we never bear resent- 


ment against the trafhe lights. 
We are not half so inclined to 
question the printed, as the 
spoken, command.. © 

There is a right and a wrong 
way of “putting this over”; 
merely to tell the new em- 


ployee what will happen to him 


if he transgresses against the 
regulations is not likely to give 
him a good impression of his 
new surroundings, 
First impressions 
one’s memory; let 


stick in 
them be 


Not Win Co-operation 


Here is the sort of negative 
statement from the Staff 
Working Conditions issued by 
one of. our largest industrial 
concerns: “In the event of 


any member of the staff leaving 
of the company in’. 


circumstances that reflect no 
discredit on himself, payment 
will be made,” etc. Here we 
have the hall-mark of offhand 
austerity.. Compare it with the 
following from” “ Welcome 


Murphy Radio: 


remain : 


ing amongst us and that you 


~~ will find your place i in the team 
$ sickly and easily.” 
the 


Here is 
friendly handshake in 
print. 


Where the worker has to 


ae — from m 


are best given in as impersonal . in 
a manner as 


-much on the indivi 


method- 
under their gontrol. 


confu sed with. 


the workers manual 
“ The 
fundamental thing will always _ 
our aim and desire 
g that you will be happy work- 
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a booklet o 





Obviously, 
size cannot be issued ad hb. sow: 
the branch manager is asked to 
see that- each . appropriate. 
member of his. staf reads it. 
To make sure of this, provi- 
sion is made on the inside back 





























cover for each reader to sign, 


tin the 





ne hook: is. ke 





beg concernec “under, E 
stand e instructions, Soro 
be ably | 











This method can 
augmented. where à firm has 
depots in differe rts of the 


country, 1E f 
knows local c 
characteristi 
he is able ‘to A 
touch y 
A Tot more work remains to 
be done in connection. with © 
training section leaders in the — 
of handling | those. l 










this level where 
needed, which 1 
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top-contrel 


long as. a- sectii 
duces results t 





executive. does not bother fo 


enquire into his methods. At is 


use his or her own initiative ~ ~AQs 


from 
fulfils 


and is stationed away 
head office, the manual 


a most useful role. 


“this is quite a serious book- 
le 





WH” 
in order O 
issued a - 


t? the tone of the whole is 
riendly, | informative and en- 


— a ait affects mot merely a 
k Ka particular branch 












bottom, but only 9 manage ed t to 
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is an — policy. But bottle 
“works” up from. the mu 
{i ji a of — production, “Giant. f 
a mov ving ‘rhythmically, vast output schedules can be 
material ‘supplies, machine capacity and willing hands 
oe o — your oe — 


ead above ew rater ” 





KARDEX ” is the — you ee 











J Ie latest book “Pr — 
AR Jackson, $ sent post free o onr 


520 for 1s. 








“Telephone: CHANCERY 8 S888 (20 nes) 





use en fin — of 
visible index trays which line 
the twenty-feet wall of the sta- 
“tistical department, one firm’s 
own engineers. mounted the 
girl's. chair on rails running 
} rall t with: her. bench, 
-light push of the 
oot, she can now slide 
“any required 
“index battery. 
ad to get up to 
r walk to the 
int. and stand 
made the reference. 
very fatiguing 
F hours. Continual 
now banished, 
ae more w ork 





































worth looking into. In control- 


ling stocks of small parts, many 
firms have adopted the method 
of weighing instead of count- 
ing quantities. 

A simple type of weighing 
machine is all that is neces- 
sary. A youth can do in an hour 
an amount of stock checking 
that would ordinarily take him 
a day. . 

All that it is necessary for 
him to do is to make an initial 
counting of the various small 
parts that go to make up a 
convenient unit of weight, List 
these quantities and 
and thereafter do all 
ing” by simply tipping the 


parts into the scale-pan and 


reading off the results. 


Office Production 
Graph Smashes 
Bottle-Necks 
a T” improve the output of 

their office workers, a 
large city company has intro- 


weights 
“ count- 





10W n 
tion below, “each — is 
hatched in eae lo: 







A a on the — 
date which has elapsed indi- 
cates that the clerk concerned _ 
is behind-hand. As each opera- =s 
tion is dependent on the one 
which precedes it, this form of 
visual control shows where a 
bottle-neck occurs, and steps 
can be taken, without loss of 
time, to rectify the hold-up. 


Note, in the chart, number 
five item is completed with the 
“ balance ledger” opera ge! 
Contingent, items. such as “se 
reminders,” do not operate 
until the. 2th of the following 
month. Provision is made for 
them in date order. By. this 
means each clerk now 2 
work for- the wh 
eéxactly-to a. day 
executive sees ata 
how his team: are Wor 














RENTALS DEPARTMENT 





i Office es — shows ee iE any elik has- 
leted his operation. _ it remains uncoloured. 
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PAINTS, LACQUERS, erc. 





The use of Infra-red equipment 
for the rapid drying of paint 
Coatings: is now an 
accomplished fact. To meet the 
needs of this process, Clark-Gay 
offer a range of specially 
formulated Paints and 
Lacquers. Full particulars 
and technical advice will be 
gladly supplied on request. 


CLARK-GAY 


ROB? INGHAM CLARK & CO. and R GAY & CO. 


Witley Court, Witley, Surrey 


Telephones: WORMLEY 280-284 
e 














London Office 
6. Arlington Street, St. James’, SW 
Telephone: REGent 0881 





SAR-REACHING studies 


have shown that for 
good seeing in offices many 
factors must be considered, in 
addition to the kind, the 
arran ent, and the number 
of lighting units. 

These concern the colour and 
size of the type of the printing 
and writing which the staff 
have to read; the finish of desk 
tops, office machine frames, 
and other furniture; the 
colour and reflection factors of 
walls, ceiling and floor. 


Various Tasks Require 
Different Lighting 


The seeing task often in- 
volves the reading of long or 
shorthand notes. While a 
_ shorthand-typist should be able 
to read her own notes readily, 
the eye-task involved in read- 
ing unfamiliar handwriting will 
depend on whether the writing 
is cramped or large, written in 
ink or pencil, difficult or easy 
to decipher. 

_In printed matter, the type 
sizes vary from six point to 
twelve point, also the bright- 
ness contrast between the 
writing or printing and the 
paper may vary from very poor 
to very good, and the suface 
finish of the work may range 
from an undesirable gloss to a 
desirable matt. 


* From Transactions of the Illu- 
minating Engineering Socie f 


ð 
å maripa wmehtichaA in MIPIK. 


Office 


Note the absence 
of shadows in this 
office 


While some of these factors 
are beyond our control, others 
are within it. The work itself 
can be improved by changes in 
paper stock, printing, type size 
and face, proportion of various 
books and forms and the de- 
velopment of special furniture 
to allow good posture. 


How to Improve Reading 
Legibility 


Contrast can often be im- 
proved between the writing and 
its background by the use of 
blacker ribbons and inks, 
whiter paper and better car- 
bons. Fourth, fifth and sixth 
copies often leave room for 
much improvement in this 
matter, These are usually 
executed on thin paper having 
a low reflection value and are 
exceedingly difficult to read. 
The space between lines of 
type are an important factor in 
legibility : two-line spacing can 
be read twice as easily as single- 
line spacing. 

Seeing is not an instantane- 
ous process. In seeing, count- 
less visible impressions are 
made on the retina and trans- 
mitted to the brain, so that time 
is a factor in seeing. The eye 
takes its snapshots more 
quickly and clearly under good 
illumination than under poor. 

Investigations have proved 
that benefits to the eye con- 


Get the 
BACKGROUND 
to Your 
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Lighting 


Right First" 


the values of illumination in 
general use today, 

The use of glossy papers and 
desk tops should be avoided. 
Matt finishes should also be 
used on walls and furniture. 
High brightness contrast be- 
tween light papers and dark 
desk tops, particularly at high 
illumination levels, can be very 
disturbing. Light desk tops 
are recommended. 

Natural lighting conditions 
often. result in high brightness 
contrasts between the sky and 
walls adjacent to the windows. 
Even if the occupants of the 
office are not- able to see the 
sky through the windows, it is 
quite possible that the high 
brightness mi 
outside the 
shining on 
coloured building. To reduce 
glare from such conditions, the 
windows should be provided 
with proper shading. 


A Diffused Light | 
Lessens Deep Shadows 


The larger and more wide- 
spread the light source area, 
the softer and less pronounced 
will be the shadows. Light 
walls diffuse the light by re- 
flecting it in many directions, 
thus tending to illuminate 
shadow areas, This is desir- 





able in the office inasmuch as a- 


given amount of light is most 
effectively utilised when it is 
so distributed as to produce 
p uniform illumination 
for all workers, 

Harsh shadows are not only 
annoying, but alternate light 
and dark areas in strong con- 
trast are undesirable, because 
the eye has difficulty in adjust- 
ing itself for the two illumina- 
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LIGHTING 


For most visual tasks, it 
appears that with equal foot- 
candles of illumination, minor 
variations in colour quality 
have little or no effect upon 
clearness and quickness of 
seeing, 

The ceiling should reflect at 
least 75 per cent of the light 
which strikes it. While white 
is the most desirable finish, 
tints which may be used are: 
bluish white, cream white or 
ivory white, 

The walls are directly in the 
line of vision, so a finish with 
a reflection factor of 50 to 60 
per cent should be used for 
the upper walls; lighter col- 
oured walls may appear annoy- 
ingly bright, while darker 
walls decrease the illumination 
and introduce uncomfortable 
contrasts, 


The Important Factor of 
Colour 


There is much to be gained 
by an understanding of the 
psychological effect of colour. 
For example, a room finished 
in tones such as cream or buff 
seem warmer and the colour 
has the effect of making the 
room seem smaller, On the 
other hand, colours such as 
light green or light blue scem 
to recede, thus causing a room 
to appear larger and cooler. 

The dado, or wall area below 
the window sills, may be of 
moderately dark colour. To 


The foot-candle readings indicate how 


40 


ensure against annoying bright- 
ness in the normal line of 
vision, white plaster or very 
light colours are to be strictly 
avoided on the walls, particu- 
larly below eye level. 

ontrary to common belief, 
matt surfaces do not collect 
dirt any quicker than glossy 
surfaces, 


Factors Which Affect 
Natural Lighting 


Natural lighting in offices is 
affected by a number of factors, 
Given a certain intensity of 
outside illumination, the 
amount admitted to the interior 
will depend on the type of 
glass, the size, shape and posi- 
tion of the window openings, 
the ratio of the window to the 
floor area, the ratio of the 
height of the windows to the 
depth of the room, the window 
shades and the presence of out- 
side objects, which restrict the 
sky area visible at the work. 

An added complication in 
the case of daylight is that the 
illumination at any point in a 
room is not a constant quantity, 
since it varies with the ex- 
ternal illumination according to 
the weather conditions. 

With continuous adaptation to 
close work, it has been found 
that the strain has been re- 
lieved if it is possible to look 
at distant objects occasionally 
The accumulated eyestrain is 





rapidly the 


daylight falls in relation to the distance in the office from 
the windows. 
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Recommended Values of 
Illumination for Office Work 


Minimum 
Operating 
Foot-candles 
in Service, 


Difficult Seeing Tasks 50 
Involving : 
(a) Discrimination of fine 
detail. 
(b) Poor Contrast, 
(c) Long periods of time. 
Such as: 
Auditing and Accounting. 
Business Machine Opera- 
tion, 
Transcribing and Tabula- 
tion, 
Book-keeping. 
Drafting. 
Designing. 
Ordinary Seeing Tasks ... 
Involving : 
(a) Discrimination of mo- 
derately fine detail. 


25 


(b) Better than average 
contrast, 
(c) Intermittent ‘periods of 
time. 
Such as: 


General Office Work (ex- 
cept for work coming 
under “ Difficult Seeing 
Tasks ” above). 

Private Office Work. 

General Correspondence, 

Conference Rooms, 

File Rooms. 

Mail Rooms. 

Casual Seeing Tasks ... 
Such. as: 

Reception Rooms. 

Washrooms and other ser- 
vice areas. 

Simple Seeing Tasks ... 5 
Such as: . 

Railways and Corridors 

Passageways. 

Stairways. 


10 





more acute in the small office 
than in large rooms, where 
some degree of distant adap- 
tation may be secured by look- 
ing down the room, 

As dirt is deposited on win- 
dows their efficiency for trans- 
mitting light is decreased, Al- 
though the accumulation on 
office windows may not be so 
rapid as those in the works, 
they should be washed often if 
the full advantage of daylight 
is to be taken, í 

Since it is the upper area of 
the window that throws the 
light back into the room, the 
top of the window should be as 
close to the top of the ceiling 
as possible, 
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with SIEMENS <ER 


FLUORESCENT TUBES 


Provides light of DAYLIGHT QUALITY with 
an efficiency approximately THREE times 
that of an ordinary gasfilled lamp of 
comparable wattage. 

Itis cool in operation and the surface 


brightness is of a low order. 
(Consumption 80 Watts ) 


WRITE FOR LIST N° 976 
Advi. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38/39 Upper Thames Street, London, ECs 


CONDITIONS 
ER and SUM 
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Fanta Bl — E 
“AIRFLOW” HEATER © ESE 

SERVES THE DUAL ` 

PURPOSE OF HEATING 

IN WINTER — AND 

COOLING IN SUMMER 
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xz Please ask for * 
Publication No, 591 s — > 7 
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BUSINESS for 


Business Forms a 
Canteen Brains Trust 


Ov mail-bag brings us an 

increasing number of 
questions from. readers on 
canteen management, Questions 
ranging from the entire subject 
of starting a canteen to details 
like how to prevent pilfering 
or improve the coffee. 

To meet this demand we 
have established a Canteen 
Brains Trust, which will deal 
with readers’ questions as 
from our January issue, Here 
are answers to five questions 
received in November. 

1, An engineering firm in 
the West of England asks: 
How much does it cost to run a 
Canteen for 200 workers, men 
and women ? 

Answered b 
Mr. GARDINER 

Canteen expenditure may be 
divided into three categories: 

(a) Initial capital outlay. 


First Session 


(b) Overhead and mainten- 
ance, including fuel and 
lighting, wages, cleaning, 


breakages, minor re- 
placements, repairs, in- 
surance, rent, rates and 
taxes, 
(c) Food costs, 
It is dificult to assess the 
exact costs of running any 


canteen as the initial expendi- 
ture may vary. Normally, rent 
costs little or nothing, because 
a building is usually available. 
Equipment is a more serious 
matter. Experience shows that 
it costs anything from £4 to £5 
a head to equip a small 
canteen for, say, 200 people 
(i.e., £800 to £1,000). A canteen 
catering for 1,500 to 2,000 can 
be equipped for £3 a head. 


This expenditure is, of course, 
“allowed” by the Treasury, 
and does not involve income- 
tax, 

But once established on 
sound lines, a well-run canteen 
will be entirely self-supporting. 
Usually a canteen is provided 
as an employee service and the 
initial outlay for the premises 
is borne by the firm, 

Alternatively, the firm may 
undertake to pay a pre-deter- 
mined portion of the overhead 
costs, e.g, rent, or fuel and 
lighting. 

As maintenance charges do 
not rise in proportion to the 
numbers catered for, it is 
easier for a large canteen to 
be self-supporting. A small 
canteen usually needs assist- 
ance for some time if a large 
initial debt has been incurred. 
The exact running cost can 








~Who’s Who On The Brains Trust 


Guest Member: C, G. ©. GARDINER, 
Managing Director National Catering 
Service. 

H. J, R. STENT, President of the 
National Society of Caterers to In- 
dustry, Took an active part in its 
formation, and is a director of 
Messrs, Barkers (Caterers) Ltd., who 
serve some of the largest works in 
the country. Has been active in the 
catering industry since 1927, His 
work in connection with the forma- 
tion of the Nutritional Council has 
helped to link education with every- 
day canteen practice. 








PHYLLIS L, 


tute. Studied King's College. En- 
paged, under Professor C. K. Tinkler, 
on Research for the Department of 
the Privy Council for Scientific and 
Industrial Research, Some time 
Science Lecturer at the Battersea 
Domestic Science Training College. 
Joined the Good Housekeeping Insti- 
tute seventeen years ago, becoming 
principal in 1939, 


Principal Good Housekeeping Insti- , 


Guest Member: A Senior Canadian 
Army Welfare Officer; an expert in 
Canteen Control, 

W. J. COALEY,. Member of super- 
visory staff of the L.M.S. Railway. 
Connected with the feeding of in- 
dustrial workers for many years, 
being Secretary of the L.M.S. Dining 
Club, Broad Street, since 12%. 
Secretary of London Railway Can- 
teens Association since its inception; 
member of Catering Trades Equip- 
ment Committee; represents the 
L.R.C.A. on the Catering Trade 
Consultative Committee of the 


Ministry of Food. 





— Js SILVER BURNISHING | MACHIN 
CA DISH WASHING MACHINE * HOT 
f CLOSET AND CARVING TABLE * 


ee N “ METROPOLE ” 
+ TOASTER AND- GRILLER * STEAM 
CO | 


RINSER 

















ements do, 
2 preliminary costs, 
carries salaries, wagi 
-and small replace- 
ments: laundry and such 

In this case, profits should 
be between 25 and 35 per cent 
of turnover, Here is 
authentic example of 
profits taken 


gross 
from the accounts 


` number of teas, 
| Per cent of expenditure on 
turnover ; 


; Per Cent 
| Wages and Salaries ... as 21 
Insurahee ... * 
Crockery replacements * i 
Linen ‘ — ee — 

| Other — — sia A 

: Printing and stationery 

! Laundry — 


| Repairs to “plant ; 
> Cleaning and materials 
| Tran sport Ss 7 
Miscellaneous 


The Great Metropolitan Flooring PL : 


73 Kinnerton $ Sloane 0047! Tis 


SF ae ante aaan ain lam ib EA oe Eis a Dh pte Bee Sint 


| 


| Hf fuel is to be paid for by 
; the canteen, add a further 3 


———— —. 


2. The next question comes 
from a small company in Scot- 
land: Can two firms share a 
canteen successfully ? 


would be equally accessible to 
both firms at the same time. it 
is quite practical for two firms 
to share a canteen. One of the 
concerns must take the finan- 
cial responsibility, charging 
; out its share of expenses to the 
- other frm, Otherwise friction 
: between the two is inevitable. 
_.. There are cases where a 
large firm has established a 
canteen and has invited small 
neighbours to participate, This 
has the advantage of unified 
_ | control. The method has 
-05 proved successful at Slough. 
DE e A munition works in Kent 
-i asks: e we compelled 
l ter r for the casual ianh 2 


| Answered by 


— Kitchen — ? 
Tables, Chairs, ete 


ferin immediate aali very. 


























Mr STENT 
: Tti is. undesirabl le-te.make dis- 
n between casual and 


i. customers at a canteen, 
The’ atmosphere of a pleasant 


as a ‘rile. i 
The. 


ike “on 


an 


-| of a canteen serving 2,000 mid- the Ques 


day meals with a proportionate - 


| Whitefriars House, Tallis Se, 


works 


Answered. by 
Miss GARBUTT l 
Provided that the canteen 


-avol id.. Ss 


















atad wW chenever er ee : 








— in your Cantera worry to 
tion Master, Canteen 
Brains Trust, c/o. “ Business,” 








London, E.C.4. | Please. state 
whether you require a postal 
| Zh . 





a i Sheffield. — 
comes this question : 
How can we avoid our workers 
waiting in quenes- for _ every 
meal? 


4. From 


Raswered by 
Mr. COALEY | — 
Waiting in a quee is aa 

inevitable at any canteen during 
the dinner hour, It is a ques 
tion of degree. a minutes is 
intolerable: two bearable, 
The best way of reducing 
queues is to issue weekly or 
fortnightly batches of coupons: 
this cuts out the ae of 








ticket buying. 


The rest depends on the, 


umba of servers and the size 


of the hot plates, There must 
be enough of both. Compare 
the number of servers and the 
large area of hot plates in a 
British Restaurant with your 
own, equipment, 

5. Several readers are con- 





‘cerned as to Why does canteen _ 


coffee always taste of | dish- a 
water ? oe. 






— 










ainers.. 





must -h 








— a bes — oe 
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FUEL ECONOMY IN THE CANTEEN 
UP TO 80% SAVING WITH A 


BRIFFAULT Cooking Range 


BRIFFAULT Ranges have 50 years’ reputation 
for high efficiency and low running costs. 
They are used in the capteens of many of 
the best known firms in the country. 

We shall be pleased to quote upon 
being advised of the number catered for. 
IMMEDIATE DELIVERY. 

Ask also for details of the BRIFFAULT Gas 
Hot-Cupboard. 

Holds 200 meals on plates ready to serve, 
and consumes ONLY 25 CUBIC FEET OF 
GAS PER HOUR. Fitted wich patent “Star” 
type burners and automatic governor, nothing 
to go wrong IMMEDIATE DELIVERY. 


THE BRIFFAULT RANGE CO. LTD. | 
16 Soho Square, ‘Oxford St. St., ‘London, Wt 


Te‘ephones: GERrard $552 & 5553 











SINK U NITS 
WORKS CANTEENS 


HOSPITALS, INSTITUTIONS, a 
Etc. — 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
| CLEANLINESS — LASTING BEAUTY 


' DURABLE and RUSTLESS 


Being Built on the Unit Principle eS 

can be supplied up to 8ft. long, 4i This model “EIo” 

giving Double Drainers and Bowl 16 x15" xX § 
Double Sinks. 


write o EASICLENE PORCELAIN ENAMEL (1938) Ltd. 


phone: 


PALACE OF ENGINEERING, WEMBLEY Telephone: Wembley 3363 4 
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A general view of Guildford’s 


British Restaurant. 
by the School of 


The decoration was executed 


Art students 


Photo: Courtesy of “Art and Industry.” 


re Spot of ey Colour 


Brighten Your Canteen 


N all the canteens that 
BUSINESS has visited 
throughout the country there 
are not more than six that can 


be said to be artistically 
decorated, 
The majority of managers 


take the view that workpeople 
have no appreciation. of beauty. 
They are not convinced that 
glad colours, rhythm and form 
materially help to relieve the 
monotony for working men 
and women. They brush the 
idea aside as useless sentiment- 
alism, without taking the 
trouble to investigate its 
psychological influence. 


Artistic Taste Has Been 
Cultivated 


The fact is that the artistic 
taste of the present generation 
has ‘been considerably culti- 
vated by schools of art, art 
galleries, motion pictures, peri- 
odicals and posters. 

Proof of this is seen in the 
popularity of restaurants, 
cafés and places of amusement 
that are artistically decorated. 


Thousands of pounds have 
been sunk in decoration by 
hard - headed amusement 


caterers, who would not throw 


their money away from a 
murely nhilanthropic motive. 


by 
Francis R. Groves 


They have received rich divi- 
dends from their investments 
in the wsthetic, These experi- 
ments, tested in the hard school 
of experience, have proved 
successful, 

Typists and lady secretaries 
are not the orly folk to intro- 
duce flowers to their desks, 
nor are these reminders of 
nature frowned upon as de- 
tractions from the seriousness 
of work. 

Consequently, it is logical to 
assume that workers on the 
lathe at monotonous repetitive 
work and in the thousand-and- 
one factory jobs, like pleasant 
surroundings, 

While it is practically im- 
possible to introduce artistic 
surroundings into the factory, 
the canteen offers scope for the 
creation of beauty i colour 
and form. 

The midday break for meals 
is officially recognised as 
absolutely essential, not only as 
the occasion for “stoking the 
human engine,” but as a respite 


from hours of toil. 
It is this pause that also 
presents the opportunity of 


providing for workers just 
such an esthetic impetus as 
higher executives are able to 
afford, 

We have passed the stage 
when “ music while you work” 
was regarded as a detraction, 
and itis now recognised as a 
definite incentive to work. 

A recent test of zsthetic 
appreciation was carried out 
by a prominent psychologist at 
17 schools, where he applied 
the “ picture selection ” type of 
test. In this a set of pictures m 
pairs is submitted to people 
who are asked to judge which 
is the more artistic and to state 
their reason, 


Tests Prove People’s 
Taste for Art 


The “ method of paired com- 
parisons "’ was chosen on the 
assumption that a person pos- 
sessing «esthetic appreciation 
would be able to select the 
better of the two pictures. The 
results showed that, out of a 
possible 8&5 marks, the average 
score was 50,125. 

The wise canteen manager 
and business executive will be 
well advised to carefully con- 
sider the possibilities of 
adopting «in some measure 
some of these basic principles 
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How a WORKS 
CANTEEN 
WORKS 


Some Works Canteens are very 
good indeed, some are not so good. 
The best way to make sure that 
-yours gives satisfaction all round is 
to call in Butlin’s Catering Experts. 
After all, they ought to know their 
job, as for years they’ve been serv- 
ing tens of thousands of meals a 
day. Call them in, they will take 
all the trouble off your shoulders 
and take over the complete manage- 
ment, providing attractive meals at 
popular prices. If necessary they 
will plan the Canteen and kitchens 
to suit your premises and your 


individual requirements. 


*& Our representatives are in most 
districts fairly frequently and will 
be glad to give you their 
expert advice. Write now 


for them to call on you. 


CATERING DEPARTMENT 


| S WALLACE HOUSE 
> a} 


TELEPHONE: GERRARD 5687! 
Natione! Society of Caterers to Industry 


113-117 WARDOUR ST., LONDON, W.1| 





By Courtesy of Papworth Industries 





This illustration 
shoves clearly :— 


shelf over. $ Stearn 
Heuted Constant 
Fiow Water Boiler. 
5. ‘Servot’ Inealat- 
ed Tea container. 


DESIGN: 
EQUIPMENT 


— were meant to be cured 


Here is an example of canteen planning 
which embodies a lifetime of experience 
both in the design and manufacture of each 
component—and the layout of those com- 
ponents for greatest efficiency and purest 
hygiene. To those with experience of the 
running of canteens it ,will be noticeable 
how every “headache” has been cured. To 
those newly “coping” with problems of a 
like nature, it may be news that 
we can take all of those prob- 
lems off their hands. To both 
experienced and *“ newly-ex- 
perienced “ we offer help from 
architect’s plan to the serving 
of the actual meal. 


due to WRONG 
PLANNING 





Ostabtlished HO yoats 


wae ~ y“ 1 >= | b F" aj on 
- . a e)l 1 
EN £ i i 





Announcement by G, F.E. Bartlett & Son (Metal Workers) i Lad. 
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— surroundings produce pe 
able result. 


This: question. i: not always 


a matter of cost or: ‘material ; : 
tb is often: pew the money is 


o spent ane =" the ee: 
applied. 
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í to “British 


on al. Teinie of Art 
s has also made 
“contributions to 
hetit: unprovement in 
‘capable mural artists 
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ey National Society 
ers. to Industry has 
? inistry of Food if 
sf Mr. Gardiner 
ended to works 
d the matter is 
| deration. | 
“scheme. of canteen decora- 
H ean be carried - through in 
nest any. works of average 
o It is quite possible that 
person. of commiendable 
Pee can be found 
















iine 


‘many ee 


ee 
while the master craftsman free hand din the : 


: Lord Woolton” Urges ; 


fined within economical limits, teaching staff designed thè 


proved the ap- ` 


packed with: really 
common-sense recipes, planned salads on the menus whenever 







Building and Civil. 





Also at RUISLIP ROAD, SOUTHALL, Middx. ,,Tet32" n 


nd Branches — the K 





















School’ ; 
he new British 


designed aAA aad ppro⸗ 
iti this. boroug! 


duced . _ Stencils which other. 

Ww were handy Farnham Art School acy 
brush, applied to good produced colour ald signs for 
a was responsible its own- —— 
for a section of the work, Both schools | z 





Reece 














co-ordinated the whole. colour schemes, In each case. 
The entire outlay can be.con- a member of the- School's. 





even if a professional artist is scheme and the work was 
employed, carried out by students, l 

_ For instance, an artist of | Schools of.° Art) im any 
repute. can be commissioned smaller town would be only 


through the Central Institute too pleased fo co- operate in 


of Art and Design, the such a scheme. 


New Wrinkles on 
Canteen Catering | 


5 a worthy successor to 

“Canteens in Industry,” 

the Industrial Welfare Society tially a book 
has now published a second — kitchen. 









for 









book on a most topical subject, Here are a few exam le 

under the tithe of “Practical its useful tips te provide nour- 

Canteen Catering.” ishing well-balanced meals =- 
Its first aim is to suggest Add chopped parsley or 


ideas that may be useful when watercress, or shredded raw 
food stocks are low and the vegetable (eg. cabbage, carrot, ` 
everyday popular meal cannot swede, ete.) to. soup tews. 
be manage 4 pages are’ just before. ‘serving. 
useful and Put raw. shredded vegetable 










for éasy reference. pessible and include them in 
The i quantities. gree are snacks and sandy hes, too. 
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“IDEAL” EQUIPMENT ‘2: WORKS CANTEEN 


: | 
CLOSETS ~_ | 


BOILERS 


INSULATED 


CARVING URNS 


TABLES 
— P i E 2 £ 3 " x ret 3 g $ J J | 
— me. : * FOOD 


STEAMERS © TROLLEYS 


The HODGKISON SELF-FEEDING TEA INFUSING SET 
Capacity to serve 320 persons with FRESHLY INFUSED TEA in 10 minutes 


Sole Manufacturers: 4 O DG K i So N & Co. 


ABBEY WORKS, 43/45 MITCHELL ST., LONDON, E.C.!. CLErkenwel! 1577 | 





LABOUR SAVING 
MACHINES 
INSULATED TEA URNS 


INSULATED FOOD 
CONTAINERS 


TEA SERVICE TROLLEYS 





e DISH WASHERS 

è FOOD SLICERS 

@ POTATO PEELERS 

@ POTATO CHIP CUTTERS 

è MINCERS 

@ KNIFE CLEANERS 

e TOASTERS 

@ VEGETABLE SLICING 
and DICING, Etc. 


Write for a 





ECLIPSE GRAVITY ELECTRIC SLICER 


KITCHEN MACHINES 


7, SICILIAN AVENUE, SOUTHAMPTON ROW, LONDON, W.C.! 


Telephone and Telegrams: HOlLborn 8556 


— — — 





-t , 
R 


enstal Shannograph for 
accurate filing, 20°%-30% 
faster, Folders hang, can- 
not slip or ride. Flat-top, 
full vision indexing per- 
mits instant location, 
infinite variety of index- 
ing and fixed or movable 
signalling on the Visible 
Edge for Works Progress, 
Contract Progress, etc. 
Frames fit any standard 
filing cabinet or deep 
desk drawer. 


To comply with Paper Contro! 
Order 48, please send 1d. postage 
stamp for leaflet, 





IMPERIALHOUSE (Dept, A.6) 
15-19, Kingsway, London, 
W C.2. 

And at Birmingham, Bristol, 


Liverpool, Manchester, New- 
castle, Glasgow (Agent) 











This Electrically Operated machine is 
specially designed for the rapid open- 
ing of all types and sizes of mail 
without damage to the contents, and 
with the minimum of effort on the 
part of the operator. 
There is also a Hand Operated ° 

Machine with Automatic Feed. Send for particulars. 









| 
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Use liver and oily fish when- 
ever available, even if you can 
get a small quantity only. 

Herrings, sprats, sardines, 
etc., have exceptional nutritive 
erat — vitamins A and 

Hints on Handling 
Large Quantities 


Do not make at one time a 
larger quantity of dough or 
batter than can be comfortably 
managed: (a) by hand—12 to 
14lbs.; (b) by machine, mix 
according to size of machine, 

Divide mixture out as evenly 
as possible, into pies, rolls, etc. 
Often saves time to check by 
weight, : 
| When making up fish cakes, 
_rissoles, etc., divide bulk into 
equal parts of 100—one-tenth 
































or one-fifth—and divide each 
one-fifth or one-tenth into in- 
dividual portions, 

When rolling out pastry, 
divide into portions and roll 
out to fit the baking tray of 


| pie dish. 


| Divide fillings, etc., into 


| equal portions for each tray or 


dish to be prepared so that 


Leach dish gets its proper share. 


Make the Portions 
Quite Equal 
The smooth running of a 
canteen is greatly helped if the 
food is easily served in equal 
portions. In many canteens it 
is impossible to make puddings, 


| pies, pastries, etc., in individual 
‘dishes or portions, but re- 


member these points : 
When cooking pastries, etc., 
on flat baking tins, mark por- 


| tions before cooking so that 
they can be easily cut when 


baked. 


PRACTICAL CANTEEN CATER- 
ING, 64 pages, 2s. Industrial Welfare 


| Society, 14 Hobart Place, Lendon, 


S.W.1. 








TYPE ES. 


INTERNATIONAL COIN COUNTING MACHINE COMPANY LIMITED 
Telephone : WALTHAM CROSS 3241/2 


COLLEGE ROAD @ CHESHUNT @ HERTS. 
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f TIME SAVED 
ENERGIES RENEWED 


by taking refreshments to the 
worker at the bench, 





Write Said lists of 


TROLLEYS, URNS, BOILERS, 
FOOD CONTAINERS, SINKS. 


JAMES Aiea 
_ WOOD END GREEN ROAD, 


HAYES END, Middx. 
Hayes 1416. 





Phone : 





— — — — — — 


-Mote these ESSE COOKER Advantages 


| Burns anthracite or coke, amazingly 
economical and independent of Public 
Power Supply Services. 


Always alight, therefore ready for use 


me 


TRADES & PURPOSES 





BOILER SUITS 
@ i 
BIB & BRACE 


OVERALLS 


at any time, 
Easily cleaned, Trouble-free, cool and 
clean in action. 


Roomy, evenly. heated ovens. Large 


rapid boiling area. 


ae 
COATS, JACKETS, 
APRONS, etc., for 
con and WOMEN | 


RIGMEL mn 
Garments are in Khaki, Blue | 
and Grey; preshrunk, which 
guarantees against shrinkage 

in the wash, 






Write for 
PRICES and 
PATTERNS 





Catalogue giving full details 
will be sentat your request 
Head Office and . Works : 


BONNYBRIDGE . SCOTLAND 







W.WHEELER & COMPANY LTD. 2 63 CONDUIT STREET, W.) 
= & I LUDGATE CIRCUS, E.C4 


107 London Road, Plaistow, London, E13. 
Phone: GRAngewood 4071 (5 lines) 


3 € LIVERPOOL: 20 Canning Place 
H Looker Company > EDINBURGH: 17 Greenside Place 
surm è weustooe ve 7 GLASGOW: Ii Dixon Ste C. 








CANTEEN TABLES 


RIGID TYPE ENAMELLED TOPS 


Illustration shows standard 4’x2’ Table (the most 

popular and easily produced size) with oak or hard- 

wood legs and under-frame, recessed enamelled 

top with black or green flanges. Top free from 

sag by insertion of frame under flanges with 
cross supports where necessary. 


Prices sent on receipt of enquiry, with particu- 
lars of folding type— 
Co. W. CAVE & CO. LTD. 


— Works, Barnsbury Park, London, N.! 
Telephone—NORTH 4457-8 


MEETING THE 
NEEDS 


VITAL 
OF THE HOUR 









| evectaic fines 


ELECTRIC 
DRYERS 


— Mark: 


* HAWKINS & CO. LTD. 
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-sU ess this is done 
pean. be passed through 





wi mess, 


the cash-book. 


further weakness 
financial armour. Muclr pilfer- 
‘ing is perpetrated through. this 
Preventative measures 


i 
i |. 
‘take the form of: 


ee ee T R 


channel, 


a respon- 


— 
a 
account. Accordingly, the post 
t should be opened by a 
sible officer of the firm, with a 
It should be his duty |. 
to see that all cheques and sh 
postal-orders are i 
above. ‘ x. 
A further precaution is taken 
when the receipts are issued by 
lone clerk while another fills in 
d one side of each paying-in slip, 
| and the cashier completés the 
other side from his entries in 





Leakages Through the - 


Petty Cash 


book is a 
in a firm's 


The petty-cash 


1.A check-up at. irregular 
intervals, 

2.Petty-cash vouchers should 
be initialled by the manager 
of the office or the depart- 
ment concerned, 

3. An internal audit to be 
carried. out periodically, 
when. vouchers should be 
checked: with the entries in 
the petty-c ) 

4 In the” case 


Petty -cash toske ‘alt ‘books 

























alances at 







a “Look After th 
Pence and — 





The. postage or stamp. book is 


A ‘should | 
gular interval ant 

should be “surprise: chec 
including every” letter a 
parcel in the post- that dz 
There are cases. on 











where whole pages. fror aT 
previous period <hi 
copied, thereby a 


petty-cashier to. extr ct 
considerable sum. 
trick of: embezzler 

‘one” to the shilli gs. 


w — the letter po 
was 14d, it was quite easy to 





| convert an eui to Ad 


w 


id be surrendered at 


the same time, This. pre- 


two culprits 







e being from each of 


‘their boxes in turn, 


5.A stringent tule should be 
that no erasures must be 
made on any account. 

6. Receipt books should be 
transferred from one clerk 
to another from time to 
time, This prevents re- 


ceipts from the end of the. 


book being wrongfully 
used, | 
7.A strict record of all 


receipt books in stock must 
be kept, and all such must 
be stocked under lock and 
key. 


The ‘cashier should 


bers of the staff. No em- 


„ployee should be allowed to 


Tend- 
to each other for the. 


| not be 
-F permitted to cash cheques for 


“requires 
customer, 
tious purchases may be entered 





Cc ollusion i ; Als 
| Quite Possible 


E orgeries can — * amed ATS 
out by paying clerks, but this 
is not so easy. [t sometimes 
collusion: swith the 
For example, ficti- 


or the same invoice may be ue 
submitted twice. When Rese cr: 
account is settled, othe tw 

defrauders share E 












have 






by having 
by the buyer ie 
. secretary, as well’ as the 
cash book folio and order 


number entered on the invoice, 
and an entry of the invoice 


number made. on the order 
form; 






Other” E E agains i 
fraud will be dealt with in 
February issue. 





(To be. contineeds. 
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-ADREMAree. 


(Factory Form 
Production] 







eliminates 
error 
and 


delay ... 





Maske NI 


“S| WRITTEN INSTRUCTIONS contro! manufacturing operations 


¥ stage by stage through every process from raw material to finished 
© product 


ADREMA GUARANTEES that these instructions are true inter- 
pretations of the blue-print. 


3 ADREMA preparation of WAGES DOCUMENTS is another syst 
Full details from : with equally valuable advantages. dane ans 


ADREMA LTD., 207-213, OXFORD ST., LONDON, W.1 


BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, LEICESTER, L’POOL, M’CHESTER, NOTTINGHAM, SHEFFIELD 
















“CHARTERHOUSE” 
REVOLVING TRAYS 


(Patent applied for) 
Just as necessary fn the Office or Works as 
a Calculating Machine or a Costing System. 
They enable the busy worker to deal with 
papers systematically, and are always handy 
; but never in the way. 
SAVE SPACE AND KEEP THE DESK TIDY 





i 
aaa ig La 


— — 


| H om 

| | 
STEEL TRAYS 13} X 9} X 2} ins. 

ILLUSTRATION SHOWS TRAY DETACHED 


Each Tray is easily detachable and interchangeable. 


SUPPLIED ALSO IN OAK. 


C W. CAVE & CO. LTD. 
Radiant Works 


BARNSBURY PARK - LONDON, N.I 
Telephone: NORth 4457 





The symbol of service before the 
_ war... essential to canteens to- 
| day . . . and when the war is over. 


MANUFACTURERS OF ALL TYPES OF 





KITCHEN AND SERVICE EQUIPMENT 






PHOTOCOPY 


DRAWINGS - MAPS ~ 


BLU PRINTS - 


* 
peel ee Ci oot 





CAN BE COPIED WITH THIS APPARATUS 


The increasing demand necessi- 
tated by the War effort upon in- 
dustry’s personnel, applies in the 
-f first è to the Drawing Office. 
The Ruthurstat process is in cer- 
tain factories reducing eighteen 
months’ tracing of Engineers’ 
Drawings to six weeks, at a cost 
of £1,500, as against £4,500. In 
to its importance to the 
Drawing Office, it serves as a 
general utility unit, int nd- 
ent with the whole organisation, 


The strain placed on executives in 
relation to Government Forms, . 
Tenders, Contracts, etc. (which 
require many hours’ laborious 
typing and checking), can be re- 
lieved by the installation of the 
Ruthurstat process, which enables 

+f you to obtain exact errorless 
copies of vital documents. 








British 
Patent 


No Dark Room 
No Foous 
No Skil! 





The Ruthurstat Electro-Copyist. 


i Full range of sizes from Office Models 
RUTH URSTAT LTD., to 42in, by 32 in. Engineering Models. 


12-13 ASTOR HOUSE, 
ALDWYCH, LONDON, W.C.2 


HOLBORN 4737 











BAVeNOURSELF 


Mei? YOUR 
WARTIME | 







Specialists in 
CHANCE-OVER SCHEMES 
EMERGENCY PRODUCTION 

SHOP PLANNING 
JIG & TOOL EXPERTS 


Record of Fine 
Achievements behind us 


INDUSTRIAL DESIGNS I 


| EAST STREET - WOLVERHAMPTON 


TELEPHONE — 233523 








* IO 
hours typing 
reduced to 30 minutes - 


6 months tracing reduced to 2 weeks 


Your 


aoouction WW astepaper 


is urgently wanted for 
essential war purposes! 


ALL Classes of PAPER 


are required such as: 


@ BACK NUMBERS 


@ OLD CORRESPONDENCE 


@ OFFICE RECORDS 
@ CARDBOARD 


@ WRAPPING PAPER, ETC. 
@ Also RAGS &STRINGS 


We can afrange removal 
in any district 


DOCUMENTS]. 





| He 





JOHN HILL & CO. (2) LTD. 


ARLINGTON WORKS, 
ROAD., ST, MARGARET’S, 
| TWICKENHAM, MIDDX. 
Tel.: POPesgrove 5577 and 5157 
also at: 
ROSE'S WHARF and 
| WEST FERRY RD., DEVIZES RD.. 
MILLWALL, E.14 


ARLINGTON 
EAST | 


SWINDON, Wilts. 
Tel.: EASt 3421-2-3, Tel. :SWIndons302 


BUSINESS for _ 


Business in Self- 
contained Sections 


(Continued from page 10) k 


which has a number of expert 
functional managers, For the 
civisional general manager has 
expert senior functional 
managers to depend upon. He 
must make his own cecisions 
ox the best design, the right 
materials, the most efficient 
tools, the optimum output to 
aim for, the most suitable 
shifts to work, the optimum 
selling price, the rate of profit 
necessary, and so on, 

In addition, he must be a 
first-rate co-ordinator. He 
must be an excellent trainer of 
executives. He must know how 
to help others to the right de- 
cisions. And he must know 
when to stop, 

For no man can co-ordinate 
effectively the work of more 
than about six men, says the 
Army. And the Army has had 


| hundreds of years to learn. 


The 
quired 


exceptional 
can usually 
covered outside 
business.: But he 
actively hunted up, 
For all these reasons 1 
believe that the firm committed 


man 
be dis- 
one's own 
must be 


re- 


to divisional general manage- 


ment must always look outside 
for its general managers. 
After all, the four most im- 
portant functions of the general 
manager are the making of 
appointments, co-ordination, 
initiating and the leadership of 
a group of executives, Any 
experienced general manager 
will agree that Prof. Sargant 
Florence’s summary of the 


| comparative efficiency of dif- 


ferent types of executives is on 
the mark. If this be so, its 
evidence in favour of finding 
an outside executive for divi- 
sional general management’ is 
conclusive, 

My own belief is that many 
of the very large businesses 
which we are now building up 
must be  sectionalised, as 
General Motors was, after the 
war, 

They should offer magnifi- 
cent opportunities to some of 
those younger executives who 
are now chafing at the bit, and 
longing to run a business of 
their own! 

Ebri arira E E R 

* Logic of Industrial Organisation.” 
Ry P Sareant Flaranas iD- an- 
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separated 
vet united 


i Each part of a job may move 
in a separate orbit — yet ‘one- 
operation control’ keeps them all 
moving in harmony. 


Often there are many aspects to a job each 
quite distinct from the other. Yet somehow 
that whole job must be kept flowing 
smoothly forward towards the goal—with- 
out muddle, gaps or delay. Let our expert 
representatives help you to plan a form 
system that in one operation will keep all 
parts of the job co-ordinated from the outset, 
We have been planning and printing multiple 
forms for 55 years. 
An example— A Lamson 
n system —"PARABAR”™ 
‘in which by means of a single 
attachment, the great advan- 
tages of Continuous Forms 
can be obtained from almost 
any standard typewriter, with- 
out in any way interfering 


with its use for other purposes 
such as correspondence 


L A 


PanneRs | PRINTERS] OF FORM 









AAC ON 


. “A& Ministry of 
Co-o ation PARAGON WORKS, LONDON E16 
VEEN'S HORE, 28 —— WC2 BRANCH — 
H . 


AND THE USA 





Fagged out... 
or FLAT OUT? 


Everyone wants to pull their full weight and do 
their best on the job now. What hampers many 


is just fatigue. They start tired and finish 
fagged out. What with new tasks, night shifts, 
extra time, black-out travel, plus the British 
winter, some workers simply never feel fresh 
and fit, 


Stop? Take a holiday? No answer down 
that road to-day! Yet there is an effective 
answer, It’s a Works Solarium. Right in our 
factories thousands of tired men and women are 
finding fresh vigour and strength to-day im the 
rays of ultra-violet lamps. Regular sunbaths 
with Hanovia lamps restore and maintain fitness; 
enable men to go flat out, Full facts in our 
brochure “ Fitness in Industry ""—free to bona- 
fide industrial enquirers, 


HANOVIA LTD., SLOUGH 


London Showrooms: 3 Victoria St, S. W.1 


| COUPON | ToHANOVIA Ltd.. SLOUGH 
Kindly send me your free 
' Brochure, “ FITNESS IN INDUSTRY.” 
l 

| ° 


=. — — — 





eeeee8ee 
aia cele 600 6004 £60.06 os * 82 O09 6 ESF 8s 










; Emergency Electric : — pat anchored 
of 1 Hurricane Lamp at the end nds to. z abet h holder... 


‘The “ogg” Emergency Electric. either piate. ple 

Hurricane Lamp is alw ays ready contact. a 
for use and adjustable to any posi- One plate, 
ion, It is usable as a wall bracket plate, is of thin 
or pendant fitting, It can be slung smal, rapid ter 
| over the arm, leaving both hands that a sudden. rise 
oe our | free. it takes a standard &-volt will complete the ciren 
3 peace-time. W l A system of automa: 



































sed e _ tion is incorporated z 
em a consid- i 44 73 Seasonal and other slow 
we are able ||) The Incendalarm’ temperature leave the 









‘Tess concern the [| Fire Alarm— Fire pletely unaffected, the: ‘sensitiv 














an increased eall- |) maining constant summer ori wini 
‘women fer the |. Detector In the event of any sudden blaze 
ince we shall be able |- | the alurm is given. inva. matter i 
: gorrespondence | A} The “Incendalarm “ is a heat- seconds, 
who have not j: sensitive switch designed for the The other, or * 








_wr té shorthand, “| automatic detection of fires in gen- designed to detiet SMOL idering “hres 
= eral and — — hs in aon ne aren Pgh 
articular. It doubles the efficiency not react. The normak a e 

phone - i. now more than of your Fire Guards and will detect this. provides for the - ci 

d to speed the out- | the hidden bomb that so often causes completed when S if H 

D ent war production, | ali the damage. about 183 deg. Fa jg 

since. supplies are now What It Does. The action is two- — 

we shall be glad to know | fold: 
































i ni that is not | (a) It detects any small, rapid rise 
— Hest extent. of temperature due to a sudden An Inspection Lamp 
i blaze. 
d) Itaetects FOr Narrow Castings 
4 smouldering: Phe ” Supreme” a inspection lamp l 
fre as soon is particularly useful for ins l 
as temperature ing interiors of: 
rises above a tubes, hoaxes, 
fixed level, machines, ete. ab 
it is believed safe to Bse and e ohus —— 
to be unique in The barre} and aandie are Made et 
- | that it is sen- approved insulating material: tt 


sitive to HEAT 
AYS as well 
s to inereased 
tempera- 






complies with Home - “Office require: 

ite; its. lamp is protected hy 
bsarber and rubber buffer; 
ent is shielded; a removable 
snaffle is alae provided for in- 
nm from front, where it is 
convenient; ‘the handle forms 
“Et recess for hanging, d$ 
ao Hewatt B.C, Cap” Magda iion 
us pelle eo ESOS cit Gy 






THOS. A EDISON LTD., 


Victoria Ho. Southampton Row 
‘London, W.C. 1. Tel.:Holb.9988 | 


Branches and Dealers in all 
principal cities, 


= — 


: T Buying cheap 






































utility * so easily becomes 
e mamas i is — in terms 
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Owing to their outstanding features OFREX has 
taken the leadership in typewriter ribbons. 
Some people think that ribbons are ‘as alike as 
peas in a pod' but this is not the case as you 
will agree after looking CRITICALLY at your post 
You will find beautifully typed 












’ OFREX specialises in producing ribbons at 
> economical prices to give beautifully typed 
“ letters which create favourable impressions at 
first glance; at the same time they last longer 
as they are doubly impregnated. Outstandingly beautiful typing 
with a poor ribbon is an impossibility. 


FULL PARTICULARS e a TELEPHONE— 
FROM imite MUSEUM 82467 


ISei6é NEWMAN STREET: LONDON-WI 
















The exclusive features of the Industrial chairs manufac 
tured by The Tan-Sad Chair Co. (1931) Ltd., originators and 
pioneers of scientific industrial seating, are universally 
recognised by Medical Officers of the world’s largest 


War, Women 
industrial concerns as being the best scientific means of 
d e Pe | re exercising control over the fatigue of their seated workers 


The Tan-Sad Chair gives support where itis needed. It 
| maintains the spine in the correct position, and all the 
1 AIR WOAR vital organs in their proper place, so that they are per- 

AV mitted to function in a normal manner, without strain or 
congestion. 


The vast army of seated workers 
using the Tan-Sad Chair finish 
their labours at the close of the 
busiest shift with a reserve of 
energy which means healthier 
workers. increased production 
| and a promise for maintained 
— Ji output in the days to follow 


U TAN-SA 


OCCUPATIONAL SEATING Uda) ayy AVERY HOUSE, CLERKENWELL GREEN EC] 


TELEPHONE CLERKENWELL 3102 


OFFICE 


8* 


D 


BUSINESS for 
FOR PERSONAL FILING 


Ho” the off€e that has bee: 
blitzed, here is a handy austerity 
office unit that possesses the hal! 
mark of war-time efficiency, It meets 
today's need for filing space for all 
new records which must be kept 
despite increasing shortage if 
filing cabinets, properly equipped 
desks, etc. 


The Shannoblie desk top unit is an 
all-stee] frame that carries 20 ful! 
Vision suspension folders, as used in 
modern filing systems. Each gives 
an average of half an inch filing 
space and will accommodate letters 
cards, reports, documents or 
catalogues, 


HOT AIR SAVES 
TOWELS 


YGIENE is always an important 

factor in both office and factory. 
In these days of shortage of soup 
and towels, it is not sọ easy to 
provide every facility for the ease of 
washing and drying of workpeople’s 
hands. 


By the use of the Ace hot-air 
hand drier, towels are obviated. 
After washing, the hands are shaken 
and inserted through port-holes in 
the machine, and in thirty seconds 
they are dry. 


The equipment consists of a power 
unit and two unit lengths of trunk. 
ing, which provides accommodation 
for twelve pairs of hands at a time. 
Additional trunk units can be 
coupled, to increase the total capa- 
city. Each section is six feet long 
and contains six pairs of port-holes, 
three. on each side. These are 
4 covered by flexible leather flap 


ROTARY £#REPRODUCER in 


The power unit comprises j 
cabinet, containing electric motor, 
fan, electrice heater and.the necessary 
control gear, 


MANUFACTURED BY 
FRANK - R- FORD LIMITED A CORRECTION 


à N our Annual Survey of Admin 
FORDI WORKS - SYDENHAM R? - SPARKBROOK > BIRMINGHAM ıı I istrative Equipment, published 
ALSO AT LONDON AND MANCHESTER in the September issue of BUSINES3, 


we reviewed the Shannograph clear 
vision filing system. The last para 
graph calls for a correction. It 
should read: “ Misfiling is a virtual 
impossibility.” 





Have facilities for repairing and 
reconditioning customers’ own 
Adding, Calculating and 


[CALCULATORS accounting SARER 


Write : 
LIMITED 
| 52-6 OSNABURGH STREET, LONDON, N.W.| 


Governing Olrector: A, E. LOW 


Phone: EUSton 5135-6 
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RADIANT HEAT 


RADIANT HEALTH — 


The very latest development 
in the use of Infra-red Rays 












<.. me =o gn TEA 


This new high-pressure gas Radiant Heater is designed to 
increase effective radiation and decrease maintenance costs. 
it emits high-temperature radiant heat direct from the 
radiant fefractory surface, and low-temperature heat from 
the superimposed panel. There is no waste of power as 
the gas compressor is automatically stopped when thermostat 
cuts out. Because radiant heat does not heat the air, 
stuffy and vitiated atmospheres do not arise. Radiant heat Wanton, District 
puts the heat where it is wanted. Ideally suitable for yy. 4 y "Thompaon 
heating workshops, factories, etc. Supplied complete with 10: Weymoor Bda- 
all connections ready for fixing to main pipe line. TEE 
Tel.: Harborne 1639, 
The most remarkable fuel saver 
of the age Irish Manager: 
Mr. G. L. Macdonald 


RADIANT HEATING LTD. iwi" > 


Tel: Dublin 61255. 


RADIANT WORKS, BARNSBURY PARK, 
LONDON, N.I. Tel.: NORth 1677 (3 lines) 


— — 





One Machine Does Work of Two 


Continuous Form Billing in addition to regular typing | 


Your typewriter actually does the work of two machines 
when used with “ Fanfold " Continuous Form Adapter, 
because the many time and money-saving methods of 
the Continuous Form Billing Machine are added to all 





HIS illustrated 

Treatise to aid 
sedentary workers 
proves with a degree 
of evidence which 


the advantages of regular typing. nothing else can 
“ Fanfold * Continuous Forms typed over our Attach- resist that men and 
ment effect savings in Billing time and costs, ranging women of all ages 


from 17% to 78%, without affecting the operation of produce more per man- 


the typewriter for regular correspondence and other Firms engaged on ” hour, day after day 
purposes. Government work in- and keep if up week 
* Fanfold * Adapter places no strain whatever upon the terested in reducing after week if they 
typewriter carriage; because of the very simplicity of weariness and fatigue SIT 

construction and operation, there is nothing to get out and increasing effici- AT EASE ON 


and Id. stamp to com- ~ SIM ITEO 


ply with the new Gov- STEEL WORKS SEATING 


ernment Paper Order 


of order ency are invited to 
write for copy which 
: will be sent on receipt 
ait 0O of name and address 
Led. 





Tacoe mann 


EVERTAUT LTD., Walsall Road, Perry Barr, Birmi 2 
NORTH CIRCULAR ROAD, LONDON, N.W.2 cca FD. Baie BE | em 


PRODUCTION 





SIRONG STEEL STAND. 


with three shelves | 





~~ . ` 


Approximately 


oe | 
30° high. 
` Three shelves 16° x 14”. 


ALL STEEL WELDED 
CONSTRUCTION. 


| curing output. 
| canteen services came eighth in 


MORE OUTPUT IN 1943 
~ (Concluded from page 17) 


It will be remembered that 
a couple of years ago scarcely 


a single firm reported canteens . 
aS an important factor in se- 


A year ago 
importance. But evidence and 
support of canteens is much 
warmer this year. 

Says one executive of a large 
concern: “ The canteen service 
is particularly valuable, It 
means that workers can get a 
meat meal every day which 
they could not get on their 
domestic rations . . . It is 
useful to have an Advisory 
Committee on which the 
workers are represented so 
that some of the responsibility 
for canteen results is taken by 
them.” 


Joint Production Com- 


_mittees are more popular 


It was impossible to put the 
Joint Production Committee on 
our schedule last year, since 
the Government's ideas on the 
subject had not taken shape. 
Only a few large concerns put 
the Joint Production Com- 


mittee first as a factor in secur- 


Unbreakable, well designed. 
Cellulose finish. 


Immediate delivery. 
21/- 


Also strong industrial seating, 
unbreakable, 


16 - to 30 - 


“KEMCLO’ Hardware CO. | 
55, Netherwood Street, N.W.6 
- MAlda Vale 1331 | 





ing output. On the other hand, 
the feeling. against the Joint 
Committee is obviously waning 
in the more conservative areas. 
Two firms with factories in 
Lancashire actually cited 
Joint Production Committees 
as a help in their success in 
raising output, 

Significantly “vocational guid- 
ance by a psychologist™ and a 
“staff magazine” failed to 
secure a single vote. 

Work of the welfare depart- 
ment was cited in fewer cases 
than last year—and in all cases 
by smaller firms. To-day the 


WORKS ACCIDENTS 
499 Accidents in every 500 are avoidable. 


A strong ciaim, nerhaps, 


but, 


if you analysed your 


accident Causes you would be convinced, 

Accident Prevention in Works is a job for Specialists, not 
for the man with a lifelong familiarity with the hazards. 
He thinks accidents are inevitable. 


P, W. S, (Industry) Ltd. specialise in Accident Prevention. 
Their wide and practical experience is at the disposal of 


any firm engaged: upon work 


of National Importance. 


Write for further information to : 


P.W.S. (Industry) Ltd., Staple Hill, Bishopsgate, 


London, E.C. 3. 


AVE 1317 





PENFOLD 


steel 


BUSINESS for 


work of the welfare depart- 
ment is being taken more for 


granted in the larger concerns. 


n the smaller, it is newer and 
subject to livelier attention and 
appreciation. 

Improved methods of grad- 
ing and promotion were cited 
in relatively few cases. It is 
felt that they are more import- 
ant in the case of men than of 
women. In view of the smaller 
importance which women 
attach to money and to status 
in industry, this seems natural. 

But it is clear that not nearly 
enough thinking and experi- 
ment has yet been done on this 
subject. 

It remains to mention one or 
two other ideas which were 
cited as helpful. 

1. Motorisation of individual 

machines, 

“ This means that we can 
transfer the machines to any 
section where they are re- 
quired to meet additional 
production demands, It also 
reduces considerable depart- 
mental transport when opera- 
tions on war-work have to 
be done in other parts of the 
factory,” says an executive 
from an engineering firm, 

2. Full use of the maximum 

utilisation of tools system. 

3. Internal publicity cam- 
paign intended to impress 
workers with their per- 
sonal responsibility. Every 

single line in the shops was 

separately displayed on 

‘active service.” 

. Use of part-time workers. 
. Control of external pro-- 
gressing by a very care- 
fully prepared delivery 
schedule. This is approved 
by each supplier and on it 
all chasing is carried out. 

6. More care in dilution of 

labour. 


tn te 


PROTECTION 


_ Nothing to equal Penfold Chain Link 


Diamond Mesh for all enclosures, 


Store and Factory partitions, Mach- 
inery guards, Conveyor beits and 


Many other industrial applications. 


All types of metai fencing and light 
Structural work, Ask for 
particulars, 


PENFOLD FENCING LTD. 


Dept, 26, IMPERIAL WORKS, 
WATFORD 


Telephone: 2241. 
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THE INTERNATIONAL 
TICKETOGRAPH SYSTEM OF 
PRODUCTION, PROGRESS 


AND PAYROLL CONTROL 


is fully described in the 
Booklet 7334/8 which will be 
sent to you free on request 
= TheTichetograph System maintains operation 
costs already fixed in advance, and shows the 
position of jobs at each stage in production 
Write, telephone or call 


JAMES WILKES LTD. 


MOXLEY ROAD WORKS, BILSTON INTERNATIONAL TIME RECORDING CO. LTD. 


112 Strand, W.C.2. 


TEMple Bar 5841 





Storage Racks, Bins 
é Boxes for Factories 


Saves You Time and Worry 

Use a “ System” Desk 
Diary yourself—place’ it 
on the desks of important 
members of your staff. For 
it is a unique time-savet 
which quickly repays its 
cost, It contains 313 
sheets — one for each 
working day of the year, 
held on a stand by metal 
rods. over which they slip. 
Each day the current sheet shows you appointments 


and things to be done, Reminders of future engage- 
ments, eto., automatically come to light on the right * 
days. The capacity of a warehouse or stores ‘ 

LE Note from illustra- current, past and next often be doubled by the installation of a 
tion: Day's date in large months; fimally, there is suitable FISHOLOW All-Steel Storage System 
type; Appointment Sheet a big sheet for each day, On the left is shown one of the lighter types 
ruled up for hours and giving ample room for the of Shelving, and on the right a section of the 
half-hours: Calendar for day’s notes and reminders, FLOWRACK. FISHOLOW Factors Equipment 

includes many other types, all of which are | 


aft tf 


7 





Only a Few 1943 Left. ORDER Below NOW designed on the unit construction principle 
also Trucks, Trolleys and Transporters, The | 
came qe am an am am ame am we ere ee” extensive range and the FISHOLOW facilities 
To SHAW PUBLISHING CO. LTD., 6 CARMELITE enable most requirements to be promptly mel 
STREET, LONDON, E.C.4. FISHER & LUDLOW Ltd., © Dept., 

1 enclose remittance of . for which please 
send me : Branch Works, Rolfe Street, Smethwick. 

UR ere Desk Memo, Diaries with Daily Sheets, size 

* 4in. X 3im., at 6s, 7d., including Purchase 


Tax and Carriage. 
(Write for apecial quotations for quantities) 


SYSTEMS 
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THE MIDLAND EMPLOYERS’ MUTUAL ASSURANCE 
Ltd. has the largest Nett Workmen's Compensation 
Income of any Company Underwriting this class of 
hosiness In Great Britain. They cover millions of 
Factory Workers, and their unique system and special. 
ised knowledge, developed over a period of 40 years, 
enables them to get injured workers back on the job 
with a minimum loss of time. Hence, millions of 
working hours have been ‘saved this year alone. 


This specialised system ensures that:— 


1. The injured worker returns to work more quickly. 


2. He is contented and free from anxiety 
because he receives 


1. Immediate Medical Attention and 
2. Prompt payment of Compensation, 


The employer, by Insuring with the 


is only 13% as compared with 
Companies. 
and full particulars to— 


Midland Employers’ 
MUTUAL ASSURANCE LIMITED 


. Head Oflice: Waterloo Street, Birmingham, 2. 


Branches at—London, Bedford, Belfast, 
Exeter, Glasgow, Gloucester, Hanley, 
L'pool, Maidstone, Manchester, y 

Reading, Scunthorpe, 


Brighton, Bristol, Chelmsford, 
! Hull, Ipswich, Leeds, Leicester, 
Newcastle, Newport (Mon.), Not'ham, 
Sheffield, Southampton, Swansea, Truro, 


General Manager: Allan 8. Barnfield, O.B.E. 
PREMIUM INCOME EXCEEDS £2,350,000, 


OS —— — — — — 
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* Midland Employers,” obtains full 
cover under the various Workmen's Compensation Acts and at Common 
Law at a MINIMUM of COST, bectuse the expense ratio of the Company 
the 30% in the case of many other 
It will be to your advantage to apply for rates of Premium 


ordinary 
typewriter carbon. 


to 








BUSINESS for 
Mana Office 
Workers 


(Continued from page 34) 


only when production falls off 
that questions are asked, At 


such an enquiry the section 


leader has the advantage, he is 
able to make his own tale good. 
By the time he is found out, 
several workers may have left. 

A private analysis of each 
employee should be filed, apart 
from formal records, From 
the staffs with whom I have 
come in contact, I would class 
them as follows: 

1. Those who will only work 

when overlooked, 
2. Those who will do as they 


are told, 

3. Those who think for thefn- 
selves. 

4. Those who throw their 


heart and soul into the job 
with enthusiasm, 

-This classification is helpful 
in your work of up-grading; 
classes three and four provide 
you with the right material. 
Of course, it is not every job 
that allows for the display of 
initiative, but even in filing, the 
work can be made interesting. 
When I started as a junior, my 
first job was filing, I imagined 
that I was a detective investi- 
gating, so the filing-drawers 
contained the seeds of romance 
for a young girl and each day's 
filing became an inspiration, 

Personal characteristics de- 
serve more study. A good 
worker with a bad temper can 
so upset the office that friction 
is set up and the general output 
interfered with. If the firm 
runs a staff magazine, this 
subject can be diplomatically 
dealt with by the editor, with- 
out introducing personalities, | 





— —— — — 


* The back of the carbon paper is coated with 
a special preparation which gives it a GLOSSY 
WAXED SURFACE. 

* it DOUBLES THE STRENGTH of the carbon 
paper, Waxcraft carbons DO NOT “ TREE” 
OR CREASE like ordinary carbon papers. 

* it WILL NOT RUB OFF on to your fingers, 
nor will the carbon copy itself smudge. 

* COSTS NO MORE than . / 


good quality 


hy 4 — 
Samples and details from 


STANDARD OFFICE SUPPLIES C° 


57 FARRINGDON ROAO- LONDON ECL 


( Tel: CHAncery 5561 4 Lines) 
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Í No process. ot appliance has. yet 
| to produce more perfect Duplic: 
' Duplicating appliances. — 
For nearly 50 years the resource 
personnel of the entire Company 
development of Duplicating equipr 
to-day nothing more efficient. ) 
of Duplicating Machines range at v 
small Bantam: Flat. Bed Model te the 
feedi ing Paan 
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ELLAMS M.50. 
Automatic Electrice Rotary. 
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; our: illustration. ‘Tf, therefore, 


is misfiled it. is imme- 
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“plicity. 


system involves. a card index 
| bearing thes” 3 
dresses of each correspondent 


7 „meth od are: 





of the human element, Filing is 
a routine job and is lable to 
become boring to a young 
operator, This system is built 
to offset the effects of fatigue. 


Why the Numeral Method 


is Popular 


The numeral method owes its 
popularity to its extreme sim- 
A child, fresh from 
school, can count, 
immediately that file number 
two follows number one, Each 
correspondent is allotted 
numbered folder. These are 
arranged in strict numerical 
order in the cabinet. 
eards divide the 
groups of ten. 

It is obvious that an. index 
system is needed here-to link 
up names and numbers. Before 
we can refer to Messrs, Jones 
& Co.’s letter we must know 


folders into 


| eb of their. file. 


Therefore, the numerical 


mes and ad- 








with his file number, 
The advantages of this 
1. Numerical files are ‘easily 
found, and in replacement 
are less likely to be mis- 
filed. | 
2.A fixed reference number 
for use on letters is avail- 
able 
_ The system is capable of 
indefinite expansion, There 
is no need to estimate the 
space to be left available in 
each group and drawer. 
Its disadvantage is the neces- 


fad 


The underlying idea behind | 
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this system is the understanding Pari * 


and sees. 


Guide 


| Time Recorders: (a 
| cash 

| Write, 
| BUSINESS,- 


; Telephone: 


Safes: ` tGranite:to 























ped: firm Of: repute 
to contact. a. person with | “wide p 
tical experience in the use of, ee Ibs 
possible, “the design of office filing and 
indexing systems, in. order. to. advise 
them on certain. deve 
work eonld either be. o 
or definite salary Pasi : 
from men or women Ravi 
perience, possibly with Ban 
ance Companies or other 
takings, will be treated in 
fidencs if they are aécom 
full supporting _Byidense, 
receive _carelal. 
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Sacks and Bags. fora 

Braydon, Ltd., 37-A 
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London’s — Holders. 
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co-ordination 


‘One-operation control’ ensures 
that every part of the job is kept in 
proper relationship to every other. 


For instance, your stock of certain materials 
and the position as to replenishment may 
well govern which part of the job you 
start on, 


A departmental 


which part you speed up on. 
form - system, based on 
‘one- operation control’ would eliminate all 
avoidable gaps, all unnecessary delays—and 
yet save clerical labour. Let our expert 
representatives help you plan it—to maximum 


advantage (and maximum paper economy). 












An example— A Lamson 
n system—"“PARABAR” 
in which by means of a simple 
attachment, the great ad 
tages of ntinuous Forms 
can be obtained from almost 
any standard typewriter, with- 
out in any way interfering 
with its use for other purposes 
such as AM ndence 





MUSEON 


PARAGON 


LAMSON PARAGON — yo CO LTO - “A Ministry of 
Co-ordination" PARAGON WORKS, LONDON Ei6 
VEENS HOUSE, 28 KINGSWAY WC2 ` BRANCH OFFICES 
BI MINGH BRISTOL * GLASGOW _* LEEDS 
LIVERPOOL * NEWCASTLE -ON -TYNE 
ASSOCIATED COMPANIES THROUGHOUT THE EMPIRE 
ANQ@ THE USA `’ REPRESENTATIVES EVERYWHERE 
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Efficiency 
at your 


finger-tips 


— 





A finger-tip touch on a tiny lever 
and you are ready to communicate 
your thoughts on any subject, to 
anyone in the world! 


No business labour-saving device is so amaz- 
ingly simple and convenient as the Dictaphone. 


You talk to your dictating machine just as if 
it were your human secretary. Tell it every- 
thing you would tell her—what letters to write, 
what instructions to give; Your plans for perhaps 
six months ahead, all your memoranda and good 
ideas. It will never misunderstand, never make 
a mistake, never forget. It won't grow tired or 
grumble at long hours and overtime working 


Best of all, it is always instantly at your 
service. You banish the waits and delays of 
the shorthand system of dictation. You do the 
things you must do exactly when they ought 
to be done. 


Dictate to the 


™ Dictaphone 
The Dictaphone Co. Ltd. 


(Thomas Dixon, Managing Director), 


(Dept. H) Kingsway House, Kingsway, W.C. 2 
Telephone : HOLborn 4161 (5 lines). 
And at Manchester, Birmingham 


Liverpool, Bristol, Newcastle-on-Tyne, 
Belfast, 


Giasgow, Leeds, 
Dublin and 


—— FILL IN AND POST THE COUPON —— 


The Dictaphone Co. Ltd, (Dept. H), 
Kingsway House, London, W.C.72. 


i 
! 
Please send full details of the Dictaphone Method. i 
A E E AEE E E | 


Address ........... —— OIE T TTN p) 
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PR IM US Continuous Stationery 


HERE are routine office duties in your organisation which, unless tackled 
efficiently, will sabotage your efforts to keep ahead of schedule—they 
are vitally necessary. What are they ? Invoicing, Day-Book Record- 

ing, Works Orders, Inter-House Records, these are your necessities. Yet 
producing them without a plan means loss of time; means, too, that extra 
hours and extra energy will have to be devoted to them at the expense of other 
more important matters. Get them done quicker—get them handled by Primus 
Continuous Stationery and you’ve scored a victory over old-fashioned methods. 


For HAND-WRITTEN RECORDS, the Primus Register used in conjunction 
Telephone with Continuous Stationery ensures the same speedy, smooth 
HOP 0204 operation, while a copy automatically locked in the 
0205 -0206 machine provides your auditor with a check 
on each transaction. 











CARTER-DAVIS LIMITED 
QUEEN ELIZABETH SIREET, LONDON, S.E.1 
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OVERALLS THAT SHRINK 





RESTRICT MOVEMENT AND INCREASE FATIGUE 


ie would be worth while buying ““Rigme!”’-Shrunk over- 
allsevenif they cost a great deal more than other overalls. 
The fact is, however, that they do NOT cost a lot 
more. The initial price is only a trifle higher, and this is 
more than offset by improved quality, longer wear, and 
fewer repairs needed. In fact, your annual bill for over- 
alls should be lower if you insist on ““Rigmel”-Shrunk. 
What is more important, you will avoid the hidden cost 
of overalls that shrink. That hidden cost is the loss in 
production due to the discomfort caused by shrunk over- 


alls. Anyone who has ever worn an overall that is too. 


tight knows that it slows one up, makes one tired and 
irritable. Almost as bad are overalls that are bought too 
big “to allow for shrinkage.” You may never be able to 
isolate and assess such loss, but it is there. 

“Rigmel’’- Shrunk overalls stay the size they start. 
However often they are washed, they never shrink more 
than a negligible amount. That is because “Rigmel”- 
shrinkage is a mechanical treatment which has reduced 
the subject of shrinkage almost to an exact science. You'll 
find you can rely on “Rigmel’’-shrinkage as you do on 
precision tools. 


Rigmel - Shrunk ‘inerseed 


Advertisement of THE BRADFORD DYERS’ ASSOCIATION, LIMITED, MANCHESTER, BRADFORD, LONDON 


THESE MANUFACTURERS USE AND 
RECOMMEND “‘RIGMEL'' -SHRUNK 


Fieming, Birkby & Goodall Ltd. 
West Grove Mill, Halifax 
F. Fryer & Co., London, 5.W.11 


The Jayess Clothing Company 
Limited, Gateshead-upon- Tyne 


Long Brothers, Sheffield, 2 


John Peck & Co. Ltd., 
Liverpool, 13 

James Smith & Co. (Derby) Ltd. 
Derby 


The S.W. & W.E. Standard 
Manufacturing Co. Ltd., 
Cardiff 


H. Wheeler & Company Ltd., 
London, E.13 


T. Jiggins & Son Ltd., 
Barking, Essex 


® 
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NOW Revealed to You for Your Immediate Use and Profit 











The Actual Business Policies and Proved Plans that Alone 


Can Bring Success Under Today’s Em 


Industry to-day is producing on a 
scale unprecedented in scope and 
intensity, Policies and methods 
that have stood the test of time have 
gone by the board. After long and 
costly experiments in every depart- 
ment of business and industry, new 
and more exact plans, methods, 
ideas and systems have been per- 
fected and put into successful use. 


Secrets of Business Success 


This is what makes of such import- 
ance at this critical time the publication 
of “The Library of Business Practice.” This 
new, authoritative, all-embracing work gives 
you the latest actual proved policies, methods, 
plans and systems that are now in actual use, 
helping hundreds of progressive firms and 
business executives to play an important part 
in the vast national effort. It is a work that 
will enable YOU, too, to play your part by 
telling you in complete detail HOW TO DO 
ANY JOB IN ANY DEPARTMENT IN 
THE BEST POSSIBLE WAY. 

The “ Library of Business Practice ” is excep- 
tionally valuable because you can at once start 
to “ lift out” its proved-in-use plans and ideas 
as you read and put them into operation in your 
business with immediate success. It is written in 
practical business language that does not demand 
irksome study, For these are not really books ; 
they are a picked selection of guaranteed 
methods and policies which you can apply 
whenever you are faced with a business problem 
or have to take on new work and responsibility. 


USABLE Solutions for 


of the day—the successful experience and methods of the country’s shrewdest 
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i A Few of the Plans and 


How Corttro! te Exercised, 
| How to Organise the Various 
Departmorts, 
| How to Use Graphie Charts. 
Systems of Paving Employees, 
How to Raise Capital or 
Credit for a New Business. 
| How to Strengthen and Extend 
Credit. 
How to Make Financial Fore 
casts. 
How to Budget Ahead. 
| How to Deal with Reserves. 
How to Find "Selling Points." 
What an Advertisement Must 


| Laying-out the Advertisement. 
How to Select Media. 

How to Start a Letter. 

How to Present Argument and 


roof, 
| How fo SBystematies Your 
| How te Use Memory First- 
Aids 


| An Automatic Correspondent, 
How to Use Timetaving 
|  Short-Cute. 
How to Unioad Details, 
} How to Plan for Lese Work 
and More Output. 
How to Analyse Every Job. 
How to Plan Operations. 
— — Work to be 


ergency 


Conditions 
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Methods it Gives 
wg to Devolve Responei- 
How to Classify Tasks. 


How to Handie Men. 
How to Write a Collection 


Letter. 
How to Persuade Dealers to 
a 
Enective 


| 
| 
| 
| 
Payment. | 

An Automatic Collection | 
Routine, 

How to’ Find Direct and Im | 

direct Coste, 

em 4e Allow for Deprocia- | 

How te Operate Cost Systems, 

Methods of Distributing | 

Costs, 

How te Draw Up Production ‘| 
| 
| 
| 
| 


How to Map Out the Canvass. 

How to Manage the interview, 

*** Acquire the Art of 
7 x Aad 

How to interest Others. 

How to Pian and Lay-out the 


Office. 
* to Use. Labour-Saving 
How to Pian Filing, 


How to Select and Train 
Personnel. 


1,001 Business Problems 
Here, then, readily at your disposal, are the pooled resources of the finest business ability 


You can add their experience to your own; you can use their PROVED methods and plans ; 
you can spend your time DOING while others are PREPARING, 


> 





fill in the coupon and post it with a deposit. 
The Library will then come to you by return, 
carriage paid, ready for your use and profit. 
SO POST THE COUPON NOW. 


PTTL eee eee ee 


Cif you purchase the work outright now, 
deduct 10 per cent and remit only £4/14/6 " 
2 in full payment.) 


ee ee een ae Se Se SS ay DD SE SED SS AD The “ Library of Business Practice" consists of ten 
ein in and Post this Coupon To-day volumes, nearly 2,000 pages and 173 chapters, giving 
J — — — — — — — — — l —* pis — methods of 200 keen business men. 
rin n clear type on good quality book paper, 
i piae gorn ngi ag — E.C.4. handsomely bound In durable cloth binding, cmboeaed 
Í Please send me, carriage paid, the new 10- i in gold, it contains hundreds of illustrations, diagrams 
volume “Library of Business Practice,” in and charts which enable you immediately to use and 
i handsome, — cloth with stampings in % apply the methods described. 
gold, for which I enclose deposit of 5/-, 4 
{ agree to complete my purchase by sending you i Secure it for Your Own Use Now 
five consecutive monthly payments of £1 each, PE PN SE ee, 
| commencing on the first of next month, until J SS eee. 
; Bc sate pott i You can secure this Library so conveniently 
cee eee Be OR re eee ee Cy 
i : 
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Put it bach on the 
Running Lines! 





Wuen a wagon or 
lorry is shunted into 
private sidings Or 
loading bays it is out 
of the transport system 
—until you put it back 
on the running lines. 


Every time a wagon, 
lorry, canal-boat or 
ship comes to you, 
make it your urgent 
job to get it away 
again — quicker than 
ever before. 10minutes 
saved from every hour 
of standstill time— 
that is your ‘target.’ 





This is vital war work. As urgent as munitions or food or coal 
—for without transport all else is wasted. 





You knoto your own problems best, Tackle them in your own way. ~~ 
But tackle them now. Plan, encourage ideas, improvise if needs be. 
Here's a sarting-off — 


i. CLEARLY WRITTEN LABELS 2. LABOUR Saving EQUTVENT 
—— BLACK.OUT —— tid IRKING 4, — ONS OF “MEN WHO DO THE Whe 
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works 
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Teres no room now for Megatherium 
management 





SUEER brute strength and the ability 
to crash its way through failed to 
save this creature from extinction—il 
had to make way for the smaller but 
more intelligent members of the animal 
kingdom. 
The same is true to-day in industry— 
alertness and adaptability are essential 
to secure maximum production. 
The larger the works, the greater the 
need for efficient organisation and co- 
ordination. 
Interruptions in the supply of essential 
materials in one section result in serious 
repercussions in another, with conse- 
quent loss of output from the whole 
plant, 
Only with a well-planned scientific system 
of control, which reveals at a glance 
where and how such hold-ups occur, can 
production reach its maximum, 


Such a method is KARDEX, 
the Visible Record Plan. 


We regret that heavy priority commit- 
ments limit the installation of Kardex 
to those industries engaged on work of 
national tanportance, 





Dept. 574 
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The latest booklet, “ Production 
Control, by A. R. Jackson, will 
be sent for I/- on request to 
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For many centuries the craftsmen of the Potteries 
have proudly identified cach type of Ware with a 


distinguishing hall-mark as warranty of its origin 
from the home of British Chinaware. 


in the same way the word “ CUMBERLAND " 
On a pencil is your guarantee that—despite Wartime 
restrictions on grades and qualities—the pencil 
itself originates from the veritable Birthplace of 
Pencils and is, therefore of the finest possible 
Stock ” available in present conditions. 


For your own sake—look for that word “ CUM- 
BERLAND " — either on “ War Drawing” or 
Utility Copying types. I'ts well worth while. 


* After the War “ Scripton,”’ “ Scawfell and 
British Drawing “ will return, 


UMBERLAND 
Cs: ENCILS 










MADE AT KESWICK — 
"THE BIRTHPLACE OF PENCILS" 


Sales and Enquiries to: BRITISH PENS LTD., 
BEARWOOD ROAD, BIRMINGHAM. 





KARDEX VISIBLE CONTROL SYSTEMS 
1 NEW OXFORD STREET. LONDON, W.C.1 
Telephone: CHAncery 8888 (20 lines) 
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Pian Anead— Decide Now 


At present, Dictograph equipment is 
reserved for firms substantially engaged 
on Government work, If you do not 
qualify for supply in this way, you can 
still be among the first to have the 
benefit when present restrictions are 
removed, and the demand is certain 
to be well ahead of supply. Let 
us record your name NOW upon our 
post-war priority list. Wartime proof of 
Dictograph advantages is going to mean 
peace-time progress for firms who profit 
from them. 


DICTOGRAPH INTERNAL TELEPHONES 


— —— up the executives of the business, a 
Dictograph Internal Telephone installation is, so 
to speak, the nervous system which allows the 
brain to control the bedy. Providing instant 
inter-communication, with priority for master 









stations, it obviates delays and the penalties too 
often involved, and encourages efficient, intimate, 


economical administration. 





Was the last ‘alert’ and roof spotters’ warning 

has sounded, Dictograph Sound Installations will 

be able to fulfil without interruption their peace- — 
time functions, ‘The music they provide will be Ñ iAP 
cheering and stimulating workers engaged in pro- D A 
ducing supplies for the homes of the people, J if i 
Prompt staff location and mass address facilities are r = 
added advantages to be gained from these trouble- — 

freeand economical DictographSound Installations. — — 


 DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster, S.W.1 (Abbey 5572/5/4) 


Works: CROYDON, Also at BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, LEEDS, MANCHESTER, 
NEWCASTLE, BELFAST, CARDIFF and HUDDERSFIELD 
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3 TANGYE eg: 
““AIR-FLOW” HEATER Se 


ar aM in 
SERVES THE DUAL 
PURPOSE OF HEATING 


IN WINTER — AND 
COOLING IN SUMMER 



















— ask for 
Publication No, 591 
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HEATER 
| TANGYES L? BIRMINGHAM 


EA ) s ERE GRAMS:TANGYES, BIRMINGHAM PHONE:SMETHWICK 118) 













FOR OFFICES AND WORKS 


STI AAEE IS MANUFACTURED BY 


RUBERY OWEN IN OPEN TYPE AND CLOSED 
TYPE AND SUPPLIED COMPLETELY ADJUSTABLE 
AND INTER- 
CHANGEABLE, IT 
IS IDEAL FOR 
OFFICES, WORKS 
AND STORES AND, 
STOVE ENAM- 
ELLED OLIVE 
GREEN, iS AS 
ELEGANT AS IT 
iS EFFICIENT. 

FULL PARTICULARS FROM 


LONDON MPERi Al BUILDINGS S., KINGSWAY we DARI ASTON UTH STAFFS #iQ@mMINGHAm OMRAN Aig 


















STEEL PLAN 
FILING CABINET 
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Typist’s Time is Saved! 


Wilkes’ Easitype Multiple Sheet Sets of forms are a great 
saving of typist’s time because one typing completes all the 
relative documents. A typical instance is where invoice, 
day book copy, packing and delivery notes are completed 
together, but there are hundreds of other applications for 
them in any busy office. 


Where there is need for the greatest spesd, or where the 
set of forms is complex, thin one-tim carbons are pre- 
inserted at the time of manufacture eliminating the time 
taken by your typist in inserting loose carbons. A quick 
release of the carbons is also effected when splitting up the 
set after typing. 


Your enquiries and orders for essential 
needs will be welcomed. 


Illustration 
shows a typical 
Wilkes Set 


with carbons 
pre-ingerted, 





Commercial & Industrial Printers 


MOXLEY ROAD WORKS, BILSTON 


LONDON, BIRMINGHAM, MANCHESTER, LEE LEICESTER 








BTH enron 
HELPS PRODUCTION 


lt does this by curing the lighting defects which, in many 
factories, prevent clear and accurate vision, and thus reduce 
the speed of working. BTH Light-Conditioning is not based 
on a general cure-all prescription but on the careful investi- 
gation of each manufacturing operation, and the selection and 
arrangement of units, if need be specially designed, to meet the 
visual requirements of the individual operative. 





Shadows—Every worker 
knows the problem of 


" standin in his own A common defect and its remedy are shown 
light.” The complete in the illustrations. Let BTH Lighting 
cure is adequate general Engineers help you to plan efficient lighting 
lighting. for production and welfare 


MAZDA Lamps 


with MAZDALUX Equipment 


BTH for all Electrical Plant and Equipment 


THE BRITISH THOMSON-HOUSTON cO., LTD., CROWN HOUSE, ALDWYCH, 
LONDON, W.C.2 


SAVE: ELECTRICITY—by all means 
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TREND OF BUSINESS 
National Income up 10/ 


CECIL — 


ONCERN as to the possi- 
bility of inflation is more 
general, If kept within reason- 
able limits, this is to 
welcomed. Stock Exchange 
flutters, exhorbitant prices at 
Christmas (e.g., 2s. 11d. dolls 
at 16s. od.), further wage rises, 
crowded bars, cinemas, theatres, 
all stress the possibility. 
What are the facts? 


Shop sales for November are 
but 4.1 per cent above those 


of last year: the state of stocks 


prevented even normal Christ- 
s buyi But the rise in 
wages has long outstripped the 
cost of living. The latter was 
again stable in November at 
200; but the Ministry of 
Labour's recent enquiry proves 
that the general rise in wages 
since 1938 is 60 per cent. 

Nor is this increase levelly 
spread out, Whereas the engin- 
eer's wages are up by 66.8 per 
cent, those of utility are up by 
only 27.9 per cent, Worse still, 
youths and boys are earning 
>7 per cent more while men 
earn only 61.5 per cent more. 

Admitting the remarkable in- 
equalities, here is an enormous 
increase in purchasing power. 


T the supply of goods to 

be bought continues to 
fall, The pressure on the 
national economy is increasing 
more rapidly this year. More 
prope are bang combed out of 
industry. er people are 
being moved into the war in- 
dustries, Banking, insurance 
and utility staffs are being 
combed for the Services. 
Nottingham’s industry, the en- 
tire pram, glove and hat indus- 
tries are being concentrated in 
quick time, 

Inevitably there are going to 
he fewer goods, fewer services, 
and more money to buy them. 
But does this mean inflation? 

Not (a) if we are paying our 


BUSINESS (incorporating 
Business," ‘* System, 


“ The Magazine of Commerce,” 
* “ Business Organisation and Management k i 
lished by Business Publications Ltd., 
London, E.C.4. Telephone: Central 9801. 


way as a community, and (b) if 


the rise in non-controlled prices | | 
largely goes back to the Ex- | 


chequer in taxes (as it does for 
liquor and tobacco), 


SORTUNATELY figures are E 


available which 
to see where we 


now 
enable us 
stand as a community. 
Treasury is now publishing full 
national income as well as 


Government income figures, 


The Economist estimates the 
net national income for the 
current year (ending April 3rd) 
will be £6,950,000,000 (at market 
prices £8,370,000,000)—a 10 per 
cent rise on IG4I-2. 

It estimates Government ex- 

penditure at £4,950,000,000, and | 
consumption at £4,690,000,000, | 
giving a total expenditure of 


The | 


CONS TRUC 





CYCLE 


£9,640,000,000. The deficit is 


therefore £1, ʻ270,000,000. 

The Government’s own ex- 
penditure must be looked at in 
the context of this record 
national income. Of this huge 
total, the  Govesnmrest only 
takes £2,62 27,000,000 

The proportion of expendi- 
ture covered by revenue has 
risen during the war from 36.5 
in 1940 to 42.2 this year, 

The danger for inflation is 
therefore rather for the future 
than for the present. For the 
cost of the war goes on increas- 
ing steadily, How far will it 
be possible to draw on assets at 
home and abroad, and to keep 
down civilian consumption ? 


Fortunately Lord Kindersley | 


assures us that two-thirds of 
our foreign assets are still un- 


realised. But the danger of | 


further reducing the civilian 
standard of living is obvious. 


But the underlying soundness | 


of our situation is self-evident. 
For we are paying for this war 
as we go along to an extent 
never attempted during the —— 
World War, and we are 
rowing cheaply. 


<4 hace 


-Whitefriars House, Tallis Street, 
Subscription Rates: 20/- a year 


post — in the United Kingdom: 25/- a year post free in the Dominions 


PITMAN’S 


TRAINING IN FOREMAN- 
SHIP AND MANAGEMENT 


By James J. Gillespie, Written by a 
well-known engineering consultant 





and writer on works efficiency. It ts 
a fourth edition, to which the author 
has ndded n chapter on Sclentific 
Thinking. 8s. 6d, net, 


FACTORY ADMINISTRATION 
IN PRACTICE 


By W. J. Hiscox, and John R. Price, 
A.C.A., etc, As a practical work of 
reference, this book makes n strong 
appeal to all factory workers, whether 
they be Works Managers or Depart. 
mental Foremen. Fifth Edition. 
| 8s, ôd. net. 


Pitman's have Catalogues on all 
subjects, PITMAN BOOKS ON ALL 
USEFUL SUBJECTS is our slogan; 
and it is being lived up to in more 
t directions than ever before! 


| 39 PARKER STREET, KINGSWAY 
LONDON, W.C.2 
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NON-STOP TYPING 


Speed up the typing of routine forms requiring 
carbon copies by using the 


EGRY 


SPEED-FEED TYPEWRITER ATTACHMENT 
and Continuous Stationery 


The SPEED-FEED Attachment fits any standard 
make of typewriter, and automatically inter- 
leaves and withdraws the carbon sheets from 
each set of continuous forms. 


Unproductive operations and waste effort are 
avoided, thus enabling the operator to spend 
more time in actual typing. 


The SPEED-FEED can be detached at a 
moment’s notice, allowing the typewriter to be 
used for ordinary purposes. 


EGRY LIMITED - WARPLE WAY - ACTON - LONDON, W.3 
Telephone : SHEPHERDS BUSH 3377 (3 lines) Telegrams: EGRYCOMPAK, EALUX, LONDON 







































VER-busy machines quickly reveal their 
O presence by the bottlenecks they create. 
Under-active machines are more subtle, not 
showing their symptoms till you find yourself 
short of essential parts they should have pro- 
duced. Install Servis Recorders, and you will 
have an ever-ready and unchallengeable record 
of each and every time a machine goes dead. 
With very little trouble and very little cost 
you can maintain continuous guard against loss 
from stoppages which would otherwise occur 
unknown to you. Write for further details now 


i i SERVIS RECORDERS 
y LIMITED, BOX AB 
Northgate House, 19 London 





FOR MACHINES AND LORRIES —— ——— 
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Eilams fruplicator Co, 
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ELECTRICAL ACCESSORIES 


Hawkins, L G. & a 
Ltd. 58 
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Flooring Co. Ltd, iy 
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& Eng. Co, Lid. Cover ii 
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Lack of timely aa accurate know! — is responsible for th 
production problems, 


Undoubtedly there are disappointments, delays and 
production plants, caused by oversight, whic] 

by a simplified system in which time and mal E 
Control.” Such a system so controls the colla 
P EE data that OVERSIGHT i is impos: 





j quickly be corrected 
ls are always “ under 
rae distributa i of 
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Until then e @ o When the birds chirp and 


splash in discarded tin hats and the barbed wire is rolled up and 


rusting away there'll be new Ford cars to help you enjoy the peace of 
the countryside. Until then, none of us begrudges denied pleasures. 
Petrol and tyres must be used for essential needs only ; that is 
a -wise order all motorists heartily endorse. And Ford Service, 
too, is primarily devoted to the needs of those whose cars are used 
in the National effort. Yet foresight demands that the advice of the 
Ford Dealer should still be at the disposal of owners whose cars must 


be laid up. Seek his help if you suspect your car is deteriorating. 


FORD MOTOR COMPANY LIMITED, DAGENHAM, ESSEX. LONDON SHOWROOMS : 88, REGENT STREET, W. 1 
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g Making a Success of the 
“Joint Production Committee 


BUSINESS reports progress in the work of over 2,000 


J.P. Committees. 


Experience in many of the excep- 


tionally successful committees is given by executives 


of General Aircraft, Dunlops and Masson - Seeley. 


HERE are now 2,000 Joint 
Works Production Com- 
mittees operating in Britain's 
war factories and many hun- 
dreds more are being formed. 
Around 2,000,000 employees are 
employed by these firms, and 
the T.U.C. states that the 
Union J.P.C. membership is 
over 20,000. 

When Business in April last 
gave the first details of this 
revolutionary experiment in 
production control, there was 
little data upon which to esti- 
mate the value of the idea. We 
have now been able to carry 
out a further survey, which 
has provided information of 
the greatest value to all 
executives. 

Bustrness Survey of to-day’s 
J.P.C. position shows: 

1. That the Joint Produc- 
tion Committee system is a 
success and has come to stay. 

2. That the Government 
and the T.U.C. are backing 
this development 100 per 
cent, following the lead of 
foresighted industrialists, 

3. That, the system's 

-~ teething troubles being 
mostly past, the Ministry of 

Labour is handing over a 

large proportion of the offi- 

cial responsibility for J.P.C.s 
to the Minister of Produc- 

tion. R 
4. That officials of the 
latter Ministry, charged with 


A BUSINESS SURVEY 


keeping everything smooth 
and tidy, complain that they 
have little or nothing to do! 

s. That there is an official 
hush-hush ‘policy in the name 
of “Security” which is 
holding up information, al- 
ready in the possession of 


the Ministries, the Em- 
ployers’ Federation and the 
Trade Unions which would 
be vital for the proper 
evaluation of the success of 
the scheme. . 
It also shows: that there 


are “pockets of resistance” 
still extant amongst the more 
conservative type of Trades 
Union official, despite the 100 
per cent backing which the 
T.U.C. itself is giving to the 
scheme; that Transport House 
is by no means satisfied with 
the progress so far made, and 
is calling for a J.P.C. in every 
war factory in the country; 
up to date nearly a quarter of 
the |.P.C.s which are function- 
ing are in the London and 
South-Eastern area, with the 
Midlands “a very poor second.” 
The one case where there ts 
open trouble concerns one 
factory only out of six and 
would seem to arise from the 
clash of several dominating 
personalities rather than over 
any question of real principle. 
The Ministries of Labour and 
Production are apparently di- 
viding the burden of organisa- 
tion and maintenance with the 


Production office responsib! 
for co-ordination and “smooth 
ing down.” No case, as far as 
we are aware, has yet come 
before them.. 

The Ministry of Supply’: 
latest “ available ” information 
on the subject dates from the 
inception of the ROF. 
scheme,” and nothing later 
than this has been released. 


The Parliament of 
Industry 

Speaking to a group of air- 
craft workers in the North- 
East of England on January 
oth, Sir Stafford Cripps, now 
Minister of Aircraft Produ z 
the War 
the J.P. 


tion, indicated 
Cabinet's view 
He said : 

“In those committees all 
the production sense of the 
entire personnel should find 
its expression, If is not in- 
tended that the committee 
should in any way supersede 
the management, whose duty 
it is to manage the whole 
production machine, It is 
really a part of our demo- 
cratic way of life, It is the 
beginnings of democracy mi 
the factories, with the elected 
representatives of the 
workers to discuss and sug- 
gest, just as Parliament dis- 
cusses and suggests, while 
the Government has ft 
decide and act, 

— April 1942, pp. 14, 15 
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Aves Examples of 





i E hie. personnel 


to t ing up and im- Here are the views of three 
proveme of production. fims w ‘here the Committees 


That is thej ir job, and if they have been thoroughly tried and 








and if every one, 
. tested. 
managem T ‘and workers _ The first is that of Dr. 
alike, con — — ae see Stanley Walpole, head of 
gestions and discussions, Masson, Seeley & Co. Ltd., a 















shall have — a lement 





pioneer in consultation set-ups. f 
“When a man establishes a 
small business, with very few 
employees, he quite naturally 
makes it his job to maintain 
the closest possible contact with 
each one of them, by which 
means the process of “ joint 
consultation” is, in an elemen- 
tary form, continuously going 
-on. As his business expands 
this process becomes increas- 
ingly more difficult and less 













now a : the 
arrying out the 





unctions of effective; and some substitute 
3 has to be found, 
7 Committees “Some four years ago I 


began to make a serious study 
of the various ways in which 
this problem had been tackled, 
and long before the Joint Pro- 
duction Committees were re- 
ised. in the Royal Ordnance 
ies, the Masseeley Joint 
Council’ came into 


— ek to their job 










er — AL it 
ed, is so far 
vernment’s offi- 


scope, no 
may be 

within the | : 
cial pane 









| Stanley Walpole’s Advice to 
a and Management 









ork your Tot Committee hard, 
always with an eye to its future 
the war. , 
r the not always easy technique 
ening to the other chap’s point 
— of view and being prepared to alter 
> — if his is better. 
out a routine which will enable 
“get the greatest amount of- 
` business done in the shortest 
le time, 
ha your” ‘arrangements are 

a perfect tor: making the Committee's 
activities known to the people who 
are not members of it. 
































Successful Organisation - above al — 
first, ‘that. the: -men cand wotnen | 
at the bench. “have a real and 

make to the solutie 


nical and other- 
lems—and are anxi 


let you down, 


Two Lessons are Learned 


they came to an end when the 
war is over.’ 7 







constructive contribution to 








it; and, secondly 
good judgment - a 
common. sense. oft 
man, once you pla 
clearly before him, 


















functioning | 
Council has abe 
deal to. the increasing 
and the- happin 
works, 

This is one’ “fess 
think, we have- 
that power — 
Bey easy. 


of a ers, 3 
— 
clash, | 


fees — “received ei nd E 
of official blessing as a wartime 
measure: personally T should 
regard it as a real tragedy if 












General Aircraft hav one 
some five months of, 
in working a J.P 
held eight 
have been © 
keen, The. 


cussions. 
blis 






“de rmination o ‘the tahk 
aud file; workers realise 
beth | the problems of- 
management and their 
Own responsibility, 


t+ Courtesy of ” Murphy News." 
a See BUSINESS for Mar ch 1942, p. 






















































Board -all questions of 
delay. in “the - -supply of 
materials, Results are 
excellent. 


ages and conditions of 
c were, as usual, re- 
d questions, but a 
exception was 
discuss canteen 
ents, again very 
ism 
S 
‘prior to 
of the J.P.C. a 
— Committee, 
had good 
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ber Co, claim 
P.C, pioneers. 
Council’ has 
-for over 
¿yet falls into 
ti. practice—an 
ple of wise 











Union a a ation, he 
. ils it appears ` is 
ng the lines | now 












; eee. aad ——— 
the prime objects 


ut may 
| _ before 
ae arising 
o be settled by 
ind the union 






Coit | 
principą i 
own ‘Committee, s : 

sists, of not more than four 
‘management ' members and 
six ‘departmental’ members, 
elected, by secret ballot, by 
constituencies’ of approxi- 
oO operative employees, 
. May only represent 
onstituency ’ in which 












‘elected, of not more 
il il management’ 


€ artmental Contuiltees 


there was in. 
the. 


open 


Jess than two. 
eligible — 








September of last year, 
has so far met eight times and 

has delegated some of its 
functions to these five sub- 
committees : ; 

(a) Machine-tool supply and 

maintenance, 

(b) Protective clothing. 

(c) Inter-factory access to 

tool rooms. 

(d) Women’s clothing. 

(ce) Material supply short- 

ages, ae — 

The Committee, was creat 
primarily “to establish a recog-. 
nised means for the free and _ 

discussion between em- ` 
ployees and the management on. 
all topics of common interest . 
not covered by specific Trades . 
Unions agreement”—and to 
“provide means of construc- 
tive co- operation.” se 

It consists of not less than _ 

10 representatives of both the 
management and the employees, ` 

The management has, how- ©... 
ever, intentionally never. filled 275 
its representation atid has c; 
nominated only the following : 

Managing Director. 

General Manager, 

Works Manager. 

Office Manager. 

Systems Consultant. 

Labour Manager, 

Chief Draughtsman, 

Assistant Works Manager. = T 

The chairman..is appointed the c 
by the manage nent. and there ques 
are two secretaries, one from 
each “side.” 








machine ry exist 
‘tigation of co 
position is 


“From a Committee of 4 to 6 
3 members——1 Council member. 
From a Committee of 4 to 6 
members—2 Council members. complicat 
“There is a chairman, ap- should - 
pointed by the company, and T.U 
two secretaries, one also ao 
pointed; the other ¢ Tor 
amongst the: 
members, H 
“ Meetings ate hel 
works at stated intervals. 
“Minutes are circulated and 
facilities are given for opera- 
tive members to hold private 


meetings to discuss policy, etc. 
Flaharate hat © well. elanned 
















proof bei 
has been found 
suit to-day’s dem: 
co-operation between 
ment and operatives.” 
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pik groom 
1 iere leader- 


men, of 


have never _ 












J. H. 


Knowledge of the 
their problems, of 
their domestic circumstances is 
deliberately taken as the basis 
on which to build leadership. 


This was found vital in 1915 
and in 19190 when the company 
was developing to the full, It 
will 


knowledge, 







able r this war when men 
co o take up their jobs 
again holding very differ- j 


ent positions in the Services. _ 


United Dairies are probably 


they have tried out this system 
of evaluation for junior execu- 
tives and have found that it 
works, 


How the U.D. “ Cadets” 


are Chosen 


Youngsters for training for 
executive positions are usually 
chosen from one of the follow- 
ing two groups: 

(1) Beys of school certificate 

standard from public or 
secondary | schools. 


(2) Promising young 
employed in 
depots. 


men 


_. Phe age aimed at in all cases ev 
| It i . is around 16—18 is the criterion, ey 
Class (1) come to the firm th 
r either from the careers masters 


ọ. at various schools or, in many 







ses, through the request of 


friends or customers of the 
e company. 


tang Chairman of United Dairies’ L 


be perhaps even more valu- 


_ roundsmen’s i 
not alone to-day in realising l 


this, but the fact remains that- 
may be sent t 


knowledge of 
aspects of the distribution and 


as a real test. 
-paratively dew. fall out once 
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F uture Executives 


they have been chosen. The 
chance they have been given is 
realised as an honour and is 
valued as such, 


As the juniors progress and 
obtain junior executive posts 
they become “trainees.” They 
ge „then join the “White 
Rabbits” discussion club, run by 
Captain P. J, Pither, the Wel- 
fare Officer, Their education 
continues, along more specific 
lines, and the club affords 


opportunities for keeping 
reast of contemporary 
thought on general subjects 


and on aspects of, say, sales- 
manship not necessarily con- 
nected with the company’s pro- 
ducts. The club atmosphere is 
considered a most valuable 
factor in the further training 
of the senior students, Nearly 
100 per cent of the trainees 
take part in the club’s activities 
in addition to their lectures. 


Just before the war the com- 
pany went a step further in this 
training by adopting a ‘ post- 
graduate’ course for certain 
specially chosen trainees in 

da and the U.S.A, It is as 
yet too soon to estimate the 
value of this scheme, but gener- 
ally s ing it is thought to 
be sufficiently valuable to need 
development as soon as normal 
circumstances return, These 
trainees studied large-scale re- 
_ tailing problems at first-hand 
and.worked in stores of various 
kinds to familiarise themselves 
with transatlantic methods. 


Tests of Proficiency 


are Set 


Tests of proficiency are set 
at the end of each ‘term’ by 
the various lecturers, whose 
reports are combined to make 
up a_report for the committee 
of Directors responsible for 


training. The subjects taken ` 


by trainees for executive 


positions cover : 
English 
Book-keeping 


History, with a commercial 
‘slant’ 


Economics 
Commercial law 
Salesmanship and publicity 


Lectures are given by the 
heads of departments in the 
company and by their assist- 
ants. Law, for example, is 
taken by a Solicitor closely 
connected with the company. 
Salesmanship and publicity are 
taken by the experts con- 
cerned, and bookkeeping by 
the accounts department. 


The Human Touch 
Must Be Maintained 


But no matter how catholic 
the instruction, each student, 
junior or senior, is expected 
always to relate his learning to 
the life he will be called to 
lead and the lives of those 
whom he will one day control. 


This insistence upon humanity 


in the midst of a very wide 
general education is the key- 
note of the scheme and forms 
the basis of the company’s 
ideas of leadership, In the new 
world which we hope will 
follow the war, there will be 
need of skill, of trained crafts- 
men in every degree of sales- 
manship and of leaders. 


After this war, leaders, 
above all, will be needed as 
never before—but leaders with 
a difference. The leadership 
that depends for its results 
upon the methods of the 
barrack square, that has 
attained its position because of 
education and social position, is 
to-day out-moded. Its place is 
being taken by men who can 
lead rather than drive, whose 
subordinates will follow them 
because they are trusted and 
understood, 


This is the aim behind the 
U.D. training schemes, and this 
is why there is the insistence 
upon practical experience 
alongside a very general edu- 
cation, The men who will in 
due course guide the destinies 
of this great corporation must 
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J. H. Maggs ; Director, lately 
Chairman, of United Dairies 
Ltd. 


not only know how to rule; 
they must also know the details 
of the jobs they will have to 
allot and the problems of those 
who will have to carry them 
out, 


Could the Scheme 
Be Improved ? 


The whole scheme depends, 
of course, very largely upon 
the co-operation of all the staff 
of United Dairies—directors, 
managers, charge hands and al! 
in authority. 


Men in these positions can 
make all the difference in giving 
the young entry a chance to 
get on, A good word in 
season, the chance to get away 
to attend any extra course that 
is thought necessary by the 
education department. Above 
all, the sympathy that the 
youngsters are being taught to 
practice, will ensure smooth 
working. It is the proud report 
of those who are responsible 
for this training that they 
have seldom, if ever, encoun- 
tered any form of hostility 
towards their schemes from 
any member of the firm, Even 
amongst the men, who might 
be considered to be unsym- 
pathetic to the “ young bosses,” 
have always done what they 
could to help them along. 












shop—is partly . 










ot. ingenuity is 

cing used or “the subject, as 
the article on Workers’ 
Manuals on page 27. shows, 

We hear of yet another con- 
structive. ‘plan by a war firm— 
this — oi itiate — new 
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SHE billeting 
how reaching an 
stage in many areas both North 
and South. It coincides with 
the compulsory billeting of 
transferred workers in a 
number of areas where many 
hundreds of girls have been 
brought into the area. The 
time has come when all the 
voluntary billets have been used 
up. In most of these cases 
people have gone to some 
trouble to give the girls a home 
and reasonable facilities for 
enjoying it, 

But some of the people who 
have been compelled to accept 
factory and office workers as 
their paying guests have proved 
exceedingly dificult. BUSINESS 
has received complaints on 
this subject for some time past. 

In some cases the unfortu- 
nate worker (and this applies 
to many middle-aged men as 
well as to -yoting girls) is fed 
very badly, denied the most 
elementary. comforts, and gen- 
erally made to feel an intruder. 

‘We. are glad to see that 
Murphy’s have taken the matter 
up vigorously with their local 
Ministry of Health — 
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Week of 8/17 


Hancout--"The 

| State of the 
Har” by Frazier 
Hunt (Tuesday) 


Write New Letters! Camp 
ta All Meo is 
Service 


low workers at 
the Front 


—A pathetic 
* settling 


— work on propaganda to make 


2 worker war conscious. 


k orks 7 


problem is | 
acute 


humanly possi b 
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. Set up their ð 







“m 
refusal’ to “the 
at all. In other ca 
stick of 


HERE is a volume of evi- 
dence that the Ministries 
of Labour and Health are with- 
out adequate powers | in the 
matter. While th + | 
transfer workers. 
Ministry of Labour, th 
sibility of receiving, 
and feeding them fal 
Ministry of Heal 
ployer’s obliga o 
ends with -i 
certain meals 
companies . 

















lot of their worke 
as n e 


accept a billetee 
a subject of civil court action 
almost immediately. It is eat 
tastic that there should be any- 
possibility of contesting such a 
duty when one considers the 





“Tt must aa the legal 
obligation of householders to ae 


tions. 











it must obtain 
powers to punish with heavy 

fines or imprisonment p 
who fail to fee 
war workers a 
view. of the. 
of industria 
war work; 





girls- where they can ‘find ines 
| feet f 








for a few. days in sym- = 
surroundings before. 
down’ to permanent 
billets. = They have also 
attempted to get permission to 
own. sick bay to 
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IN WARTIM 


How an American Management Makes 
Its Workers War-conscious 


look after workers who are 
not seriously ill but who are 
sick enough to be an inconve- 
nience to their landladies. 

In the urgencies of war there 
must be an end of the land- 
lady’s slogan: “ Bring that girl 
here, and I turn the water off,” 
for it is a prime cause of 
absence, ill-health and conse- 
quently of low output. 

NE point mentioned in our 
surve of “ Factors 
Securing ore Output” in 
January Business has raised 
_ some J We reported 
that in a certain firm “an 
over-all bonus scheme was €x- 
lained to and approved by the 
.P.C. before any steps were 
taken.” 
“Surely the question of 
wages is not a matter which 
should be discussed by the 
J.P.C., as this is expressly ruled 
out from the memorandum 
forming these Committees,” 
says a director of one well- 
known firm, 

Factories working under the 
Ministry of Supply (R.O.F.) 
are not permitted to allow their 
Joint Production Committees 
to deal with wages problems. 
At the same time, the T.U.C.’s 
attitude is that wage problems 
must not be discussed by Joint 
Production Committees. But 
in practice, both in small con- 


cerns and in concerns which, 


are open shops, it appears to 
be quite common for wages 
matters to come up before 
joint production committees. 
In the case which we quoted, 
there can be no question that 
this is the practice, as reported 
by a senior executive. In a 
smaller concern, a joint pro- 
duction committee is naturally 
apt to assume much wider 
functions than in a_ larger 
concern, simply because this 
saves the formation of further 
committees, and the time of 
hard-pressed executives. 


GOOD number of people 
seem to think that the 
worker is being better sold on 
the idea of the vital nature of 


war work in America than 
here, For this, credit is given 
to the American advertising 
man. Much greater use has 
undoubtedly been made of his 
abilities in this connection there 
than here, Just to whet your 
appetite, we may mention the 
plan of the G.E.C. of U.S.A. 
Says one of the G.E.C, execu- 
tives :* “Our analysis indicated 
that we needed to establish 
these steps in the workers’ 
thinking : 


1. This is war. 


2. Our boys—my brother, 
dad, boy friend, or neigh- 
bour—are there, 


3. The equipment I make is 
vital, 
4. What can I do? 


“If you could display a coffin 
marked ‘Let no soldier need 
this for want of equipment we 
make’ in a prominent place in 
your plant, the ‘ This is War’ 
theme would be rather sud- 
denly established in the minds 
of all who saw it, But that 


Chemists’ 


New 
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may be a bit on the drastic 
side, If you do prefer a 
more gradual approach to the 
problem of creating a war- 


consciousness, consider some 
of the following : 
1. Display war bulletins 


throughout plant. 
2. Use ‘scare’ posters, 


3. Use your microphones for 
good stirring talks on 
seriousness of the war. 

4. Exhibit any pieces of 

equipment returned show- 

ing visible war damage 

(e.g., bullet marks and 

shell holes). 

Take uniformed men 

through the plant to talk 

with the workers, 


6. Impress every individual 
new employee with the 
importance of his or her 

— job.” 


y' 


Discoveries 


Will Help Win Markets 


O doubt too few of us ever 
think of post - war 
markets, but a surprising num- 
ber of people have got to work 
on this. I met a small adver- 
tising agent the other day who 
is receiving a considerable 
annual fee from each of three 
clients merely to “think about 
our post-war marketing prob- 
lems.” 
Curiously enough, his one 
big account was not among the 
three. 


HE new discoveries in cer- 
tain branches of chemistry 
are going to revolutionise more 
branches of production than 
many of us imagine. 
The high-pressure synthesis 
of ammonia is but one of the 
recent chemical discoveries 


which is now being used in 
industrial processes. 

Newly invented fibres 
replace cotton and 
many directions at 
less cost, 

The new range of possibi 
lities open to glass is almost 
unlimited. That of plastics is 
quite unlimited; while wood 
can now be used for what 
would have formerly appeared 
incredible stresses. If British 
manufacturers can get int 
production with the new, even 
if expensive, models of goods 
which incorporate some ol 
these new materials and pro- 
cesses, they will start at a tre- 
mendous advantage in the 
foreign fields. 


will 
wool in 
infinitely 
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For the last 10 months the — fe 
total absenteeism percentage J oint Managin 
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March 6 two sections are at 
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F May ... Ad is in operation, 
| OS a June o Aad This groupi 
munition July ... eo ee = initially by the 
si y proud of August Al each section « 
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t ie: -apecified October 36 -five groups by th 
ý © we have Noveniber 4 _ supervisors, 
that a de- — necessary knowled 
7 1 Average ... 43 individual's. cap 








Textile manufacturers, in f For exampl 
normal times we were, quite — operator 
_ Tightly, concentrated or elim- toolsetters .on 
inated by the Government as a — sectio; 
non-essential industry. When tne operators woi 
we went on to munitions we into five i 
had no experience of shift anne cach,’ a 
work, so we adopted from the 2 ve eron 
beginning the system . of SPOR — 
-working hours which was Fi Ste $ 
started at a Ministry of Supply irst teps WE 

































factory in the North-west, and Bellamy Pla 
was devised by Mr. Bellamy, | 
then a departmental manager, In ‘making th 






now works manager, So we the responsible 
will call it, for convenience, the of course, take c 
Bellamy Plan, that good, had. 
3.58 , We wish here to acknow- workers are alloc 
i ledge the kindness both of TEOR: 
Major H. G. Eley and of Mr. 
30 Bellamy in helping us to start V 
this system, and in permitting . fac , : 
us to send the description to th ellamy * “system can — * 
06 Business, “intro ticed, since every, work y 
| Roos! The Bellamy Plan is aon the books will the 
> 8.56 4.03 System of working by five to one of the gr 
— oe “shifts instead of by two or (for example) (x 
The eek was. that three. The system ensures 
ending ts 7th, when that of the total number of 
ott: ‘of. 18,6 sible hours, workers on the books, two- 
K ugh illness: fifths are always working at the 
with leave, factory, two-fifths are always Wd] 
thout leave, sleeping or resting for the oppo- would -cc 
percentage site shift, and one-fifth are the en 
E: always away for rest or change- s aft 
over periods. TEST 
-. “The whole of the workers on: 
68 the books have, therefore, to- 
| be divided into five groups—> gro 
= A, B,C, D, and E. Each group - wor 
king must be so manned as to be shi 
of capable of operating half of the break: ah 
— factory plante Thus, when any more. bi shifts, Followed. by a 
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rer — 5 day P then has 37-hour break; works anc 
then does 10 nights with same bı 





O40 h worker the time end date igs ni 


for the starting and finishing 
of each five consecutive shifts, 
each slip covering a period of 
about three months. 
worker can then claim that he 
does not know when his next 
shift starts, 


Here is an example of how « 


No 







the system affects the worker syst: 


in terms of hours of work and 


pay. 
If the factory working 
hours are 8 am. to 7 pm and 


8: p.m, to 7 am, (a 10-hour day — 


shift and a 10-hour night shift), 
in the course of the 25-week 
cycle, each employee works for 
ten 5o-hour weeks and fifteen 
6o-hour weeks, an-average over 
the 25 weeks of 56 hours per 
week. 

This average figure accords 


with the desires of the Min- 
During ees” al 
25 weeks the employee receives d 


istry of Labour, 


pay, including overtime allow- 
ances, varying between 524 
hours and 873 hours, an aver- 
age of just over 73 hours per 
week. 

Under the above working 
hours, the Bellamy system 
utilises factory. plant’ for 140 
hours per week (allowing for 
tea breaks, 135. hours). 


A comparable two straight 


shift system with 24 hours per 
week shut down utilises the 
plant for 120 hours (allowing 


than for — oe 3 





per cent. more 
















a sy stem. 
This latter i is a şi 
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some fa 
pay, 30 t 
paid fory 
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compared tö 
system, 

(Turn to page 36) 








[ste month we considered 
the main (physical) 
methods oe: filing, One of 
these had to be left over—the 
very. efiitient’ ock arch. system. 











Lever Arch 
—— the fol- 
vantages : 

ers, like keys 


Indundua! — 
whan which thyme 


ease 





far: tobimets 
rE rt 88Aj 


2 Removal from the file 
for reference is unnecessary, 
as papers can be examined 
on the file. 

3. When the file is full, 
the contents can be removed 
bodily by threading a special 
wire in the uprights of the 
arches, and transferring them 
toa binding case with index 
complete. A fresh index is 
put on the old file, which is 
thus ready for use again. 
The binding case is num- 













ante Wet ag Tee —— 
fap pee tant subisteds, 


merical method gives —— — 
t misfiling, 
two. ‘rows, behind each letter. 


Alphabetical guides 












The a of hie. hyste — 
is that papers are perforated eee 
two holes and threaded on an 
arched steel clip, made so that 
by swivelling the ar hes, papers 
can either be filed onthe front 
uprights, or removed, . When. 
the arches are closed “papers: = 
can pass over easily, and when 
$ is necessary to. file. anot 
etter, they may be opene ; 
any point. | 

The filed matter can a 
classified by numbers or letters, 
This system allows for un- 
limited expansion, or it can 
operate as a single unit. | 
whole of the cu 
spondence in a sm 
of a special subje 
modated in one: 
cation would be th 
of the alphabet. This: u toca 
be extended to three, six pr 
twenty-four | drawers. ‘of 
cabinet, in which ‘latter — 
each drawer can represent one 
letter of the alphabet. The 
same system can. be ‘extend 
indefinitely. —— 

In -a twenty-four 
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“drawer. = 


F cabinet guide cards in each of 
the drawers would make pro- 


vision for divisions up to the 
first three letters of a name, 
eg, LAB, LAC, LAD, etc. 

The Lock or Lever Atch 


Files are recommended. fort 








following : 7 
1. Miscellaneou 
2. 
3- 
4. 
5. 
6. 
a 
8. 886 
9. Reference Filing. 
10. Circulars. 
ir... Material. Vouchers, 





«Job Stock Records 

13. Advice Notes, —— 
We now turn to the different | 
methods of fling, already listed 

last. month, | 
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finding it by 
e- slot label on 
en we turn at 
Iphabetic guide 
i run down the 
e index it contains. 
_ We find W. Dawson's name 
l with the reference 11/3 along- 
side it. The rr” refers to 
-section — EDA- 
ate. replacement 
am á ji fs fel 
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ry. when the 
schemes . or 


main filing: 
The disad: intages . "at. this 
‘co omethod is- thi + confusion that 
~ often arises in mind of the 
fling clerk, whether a 















certain letter should be filed 
r the. subject or in its 
ace in the correspond- 


blem to guard against 





tles; as these may 
a initial letters 
“filed in widely 
ions, 

e: Insurance may 


Health, 


desires. 


ethed of filing is the | 





be classified and filed under 
Employment, Em- any d 
ployers’ Liability, Fire, Theft, from 
Car, Motor Car, aon: Com- asa: 
mercial, and so refer 

In the case oF a double title J 
such as Market—Research,. the 
different people will prefer 
either one or the other. 

The selection of the desired 
alternative must be made by an eż 
executive and he should indi- di 
cate on each item by a coloured. 
mark which reference name he 


Generally, an executive be 
marks letters for special subject * a 
filing, but this system breaks — 
down when on occasion he has o 
beén too busy or has over- 
looked this matter, oe: 

For this purpose it is essene 
tial that a special drawer be — 
set aside for subject filing, and. 
a guide card be kept in the 


front of the drawer, The 
numerical system is the best 
to be used. 


Geographic Filing 


Where exact territorial divi- 
sions are of prime importance, 
geographic filing provides a 
means of grouping correspond- 
ence from each town by itself. 

In many cases the ledger, 
credit information, orders Jee 





county, > town. 
agents’ territori 


brian ye are necessary: 
(Turn to page 60) 











visible index, from a table to 
a complicated filing cabinet as 
“furniture,” and as therefore 
subject to ‘purchase tax, Here 
iS a tax on efficiency with a 
vengeance, 

It may be argued pendantic- 
ally that everything in a room 

2 is furniture in so far as it is 
the Peon loose. But it is absurd to class 
an instrument of management 
as furniture. | 

After all, the reason behind 
the tax on furniture is surely 
that it can be reduced to the 
barest essentials. You can 
furnish a dining-room with a 
table and three chairs. Theore- 
tically a business man can file 
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bit of rice paper and an egg 
box, 
to tale: up Unfortunately, thë crude 
t and office essentials simply do not operate 
be w that in the filing, duplicating and 
recording functions of business. 
They don’t get. results, No 
genius alive can improvise con- 
, trol equipment for a modern 
business out of a little paper 
“and cardboard, 

Business associations. and in- 
dividual ‘ns should. take 
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a Survey of Employee Manuals 
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= —— Has recently sur- 
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of telephone, 


Theft, dismissals, 


‘savings, war ee — ‘mittee, articles not. allowed in 

























27 PERSONNEL — 


books, consulting the firms . 
concerned as tọ their method at 
of compilation, their use, ande 
the results obt ed. Frankly, i 
few of these handbooks are : 
first-rate. — 
The really vital thing is to 
get the new recruit started off. 
on the right foot. Let the 
editor visualise his work as 
jar a book of rules, and he 
| fail in this. main objective. “St 
we asked one worker what for ẹ 
he thought of His firm’s hande => 3... 
book. He replied: “It gave me. 4, 
the idea that I had just entered - 
Wormwood  Serubbs; but 
what can you expect from that 
bunch of  stiff-necks in the -4 


Tr 


front office: 





















prevention, physical exercise 


and keep-fit, canteen. 
(c) His Social Life : be’ 
and sports, holidays, ți 
stall magazine, billet- 
change 
cycles, use 
personal pra- 
entrances, 








lib rary, 





of address, passes, 























perty, admission, 
(d) Training: cilii 
Education, training youths, lec-  spørts 
tures and debates, committees, 
thrift, training centre, indoor 
games, handicrafts. 
{e) Discipline : 


appeal com- 


wor krooms, smoking. 


3. MANAGEMENT | — 


(a) ‘Trade: ‘Unions. 

(b) Joint Prod uc 
mittee, 

(c) Joint Fac ory. C — 
deal with requests and 








complain 
(d) Employe representa- event a wat 
tion. a jects are covered im th 
(e) Atten ings, brought within ours 
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if re: fai I: to observe them, 


i of “a successful 
publicatio plains. We have 
“emp ees what — 


understand.” 
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—— manner : | | `F 
~ “No smoking, please: Be- 
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cause a lot of us work with “Extn 33 
dangerous chemical, and be- Commstiee Mi FLEYCHE 
cause of the insurance com- | —— 
pany's regulation, smoking is a MR BRIDG 

not allowed on the company’s MR-BARTLETY | 
premises. Every time the rule Sabseripiion to tt — 


is violated the lives of your per week according 10 — 
comrades are put in danger.” 

So we have to say: i 

“No smoking—please. And 
because smoking is a danger to 
human life, we have to get a 
little tough about it and tell 
you that if you smoke here you 
lose your job. 

* Sorry—but we know you 


— GRAMOPHONE 
_ SECTION © 

THIS section was 

farmed. recently to provide 

facilities for enthusiasts to 








Numbering rules is useful readable from cover to 
for reference: but it arouses cover. 


antagonism. If they are in- 


cluded, and they are certainly 
useful for quick reference and 
identification, see that the 
figures are played down and 
the thought played up. 

“We must bear in mind 
that. our manual is the first 
tangible contact between the 
works. manager and the new 
worker,” says one manager. 

“We don’t like rules and 
regulations any more than the 
new workers like them, We 
respect fact that there 


find your way. ab aut, 
to take your. pa: 
schemes connected 
factory. You. wW 










wW ork, ond — more 
The Imperial Type "Con 
welcomes its new employee and ~ 
gives a brief history of the 
company, including a word of 
praise to all those employees 
who have taken part... A high 
2 note, is. struck: an account of 
ts early ggles. The 
recruit: is ‘made to feel a thrill 
a On enthusiasm and is proud to 
join such an organisation. 
Mr. E. J. Power, on the first 
: page of his handbook, t Wel- 
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< It tells you how to 













d — have. : 






| t . prevents “many 
` querie — to be answered 
by the wages department. 
First Aid and Accident Pre- 
vention are subjects dealt with 
by every editor, Although 


locked up capital (Turn to page 63) 
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For Wages and Stores 
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leaving, he pa 
at mae door 


A few years ago at a depot 
for the disposal of Govern- 
ment transport vehicles there 
seemed to be a shortage of 
magnetos. All the buildings 
were enclosed within a high 
fence, and police were stationed 





at the gates. When the buyers. arm. 
left, their lorries had to be 
“ passed ” by the police. The fere ence: 


authorities were puzzled over 
the matter, so ordered a thore jg oy 
ough search of each vehicle, was 
but to no purpose: One day t 
police sergeant on duty at tI 

ned to bend doy 


magnetos tied. to. the chassis E fre 
wire, — 

Several people- were impli- hje 
cated, including men in the- jippo 
stores. The stock cards had 
been conveniently lost. 

The next case is of an old 
and trusted servant of the — 
firm. The “ dear old chap” “had: riy 







— — te u 
stock, so no cash colum 
provided. 


FILE 


All requisitions are filed for 
checking and audit purposes. 
Their particulars must agree 
with the stock record card. 

As can be seen from our 
illustration, the period opens 
with “stock in hand.” All 
“received” are noted in their 
own column and the total of 
“stock” and “received” is 
added and entered in the “ bal- 
ance ” column. 

Thus the last figure should 
always coincide with the 
actual quantity in stock, 

The record stock cards are 
always available for inspection 
by the buyer, stock manager or 
othe: responsible executive. 

An “inward” cross check is 
made with the record book of 
goods received in the Receiv- 
ing department, Each item 
passed from this department to 
the stores is signed for by the 
stores clerk, The “ out” cross 
check is affected by the job 
progress record book, in which 
is recorded the amount of 
material scheduled for each 
unit. 

In this is recorded the 
quantity allocated by the 
planning department, and the 
amounts drawn from time to 
time by the production shops. 
If and when the amount 
drawn exceeds that specified, 
an explanation is required. 

Certain materials are more 
liable than others to theft. 
Such small items as nails, 
screws, radio valves and fin- 
ished domestic products that 
can be used at home are very 
tempting, 

In these cases, special pre- 
cautions are taken by a close 
check at frequent intervals. 

There is also the fraudulent 
practice of manipulating sales 
and falsifying stock sheets in 
order to make the apparent 
profits of a business larger. 
This may be done by a manager 
whose income depends, to 
some extent, on the profits 
made by his Company. 

Any increase in sales or 
value of stock increases the 
gross and nett profits. An illicit 
way of producing this result is 
to hold back invoices and thus 
omit purchases which would 
be entered in the current 
trading account. This proce- 
dure is difficult to detect. 

In some trades it is the 
practice to deliver goods in 
advance of the invoice date 
where it suits the supplier to 


shift his goods in an earlier 
period, and it gives the buyer 
an extended credit. Also it is 
not uncommon for some firms 
to post-date on invoice by 
mutual agreement, so that the 


— discovered and 


BUSINESS for | 


be safely assumed that there 
is a likelihood of fraudulent 
manipulations. 

The practice of omitting 
post-dated invoices from the 
current account has its 
dangers, inasmuch as the firm's 
liabilities are understated, 

This type of fraud can be 
checked by 
sending statements of debits to 
the creditors at the end of any 
trading period, asking if they 
will agree the balance which is 


| outstanding on the book of the 
purchaser, 


Fraud in the Payment 
of Wages 


Carelessness and inadequate 
precautions in the method of 
preparation and payment of 
weekly wages leaves opportu- 
nities for misappropriation. 

To safeguard against this, 


_ the following methods should 


A rush stocktaking job. 
Volunteers —* valuable 
help. 


To Stop Pilfering in 
the Stores 
Check invoices with the 
stores ledger, stores day 
book, and with orders on 
suppliers, 
Keep detailed 
stores accounts. 
Make frequent spot test 
checks on stores, ete., by 
the internal or other staff, 
with the stores ledger 
accounts and bin cards. 
Institute’ periodical returns 
from departments, branches 
and stores to head office. 
Compare and link up stores 
received with the financial 
books, 
Check figures by spreading 
the work over as many 
persons as practicable. 
Effect checks on issues of 
equipment, parts and mate- 
rials by reference to sales 
and user, 
Brand with a distinctive 
mark all plant and tools to 
be retained on the premises. 


stocks and 


period of credit may run from 
date of invoice instead of date 
of delivery, | 

If in any trading period it 
appears that the turnover has 
increased by exactly the same 
figure as the nett profit, it may 


~ be adopted: 


1. Wages sheets should be 
passed by the foreman or 
manager of each shop or de- 
partment. He should certify 
that the amount of piece- 
work, flat-rate and overtime 
rates agrees with the 
worker’s card. 

2. The worker's number 
must be included against his 
name. 

3. Sheets are then sent to 
accounts department, where 
the total sum to each will be 
added. 

4. Separate columns pro- 
vide for all deductions; 
National Health, Unemploy- 
ment, etc.: the nett amount 
being extended to the last 
column, 

5. Sheets should be checked 
by a second clerk and initialed 
by a responsible executive, 

6. The cheque is drawn 
for the total amount, cashed 
by paying cashier, and the 
amount due to each em- 
ployee counted out and either 
placed in a specially designed 
envelope or in other con- 
tainers bearing name and 
number of employee, 

7. In no. circumstances 
should payment be made by 
the clerk who is responsible 
for the preparation of the 
wage sheets, 

8. If possible, the “pay 
parade” should be arranged 
to take place at leaving time, 
and someone in authority 
should be present. 

(Turn to page 62) 
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ef the. tobacco. trade has col- 
lected six. million cardboard 
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on gi Records, 
Salvage chief says: “ Decisions 
as to whether or not certain 
books or other records can be 
passed. out for. salvage cannot 
‘est with. individual. discretion ; 
based on d 















s job is to 
ando } 


the material, 5° 
{thè reason for 


esponse can be 4 


in charge of the business, That 
is perhaps the simplest form 
of salvage work, since it does 
not take very long to clear out 
old material once authority has 


given, 
£110 Raised from Sale of 
Salvage. In the period 


March to November last year, 
5 tons 12 cwt. 3 qtr. of waste 


paper have been salvaged by 


London Press Exchange Ltd. 
The monthly figure has de- 
creased steadily since April, 


not because the efficiency of 


the organisation has slackened, 


but because less and less paper _ 


is coming in orebeing used. 
Since the beginning of this 
year, nearly £63 hfs been raised 
by the sale of salvaged paper. 
The total tonnage raised since 
January, 1941, is nearly 23 
tons, which was sold for £110. 


Provide Salvage Enve- 
lopes. Provide each mem- 


ber of the staff with a large 


which every 


used: envelope into. 
sedand used paper 
A 


piece of F 










to the Salvage Officer. 


A Give-and-T. ake 
7 Exhibition. A paper-saving 
exhibition. has been organised 
by the London and Lancashire 
Insurance Co. with the view of 


interesting others in this war- 


time economy. 

This firm has saved three 
tons of paper this year, 

In sending out its annual 
report and balance sheet it has 


used only eight and a half 


hundredweights of paper, which 
compares with the 1939 figure 
of one and a half tons. 

_ All letters received by the 


company, before they are filed, 


have those portions which are 


not typed or written upon cut 
te off and used for scribbling 
se paper. 
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Witn Kalamazoo ‘‘Copy-writing”™’ * 


can—at one hand writing—produce 
these three records : 


. . . >- Customer's Ledger Account 
. >» » » Customer's Statement. 
.... a Proof Sheet which daily 
proves the accuracy of post- 
ings (and also, if required, 
provides an analysis of sales 
Much valuable clerical time is saved by 
this method, no copying errors can 
occur (one writing makes all three 
records}, and the daily proof of posting 
is entirely automatic. Moreover, 
Statements—prepared simultaneously 
with the Accounts— are ready whenever 
required. 


This is but one ot the contributions which 
Kalamazoo Systems are making to the 
war effort by reducing clerical work and 
bringing it into step with rapidly increas 
ing armament production. 


. Kalamazoo 
i Yy 9 5 ++ 
Copy-writing 


System 


Kalamazoo Ltd. Northfield, Birmingham. ‘Phone: PRI.1!0! 
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These Production Charts 
Have Increased Output 


RIDE in achievement is a 

commendable British trait. 
Satisfaction and pleasure are 
obtained from a good job well 
and truly done. 

Now, as always, the British 
standard of quality must be 
maintained, but quantity is the 
urgent need of the moment and 
various means of encouraging 
greater effort and enhancing 
production efficiency have been 
devised. On the walls of fac- 
tories many interesting and 
arresting examples are to be 
seen of decorative boards 
graphically indicating the out- 
put of factories and shops in 
relation to a target figure. 
Some are excellently designed, 
show great imagination, and 
provide a constant source of 
interest, They are more im- 
portant as an incentive to all 
to make that greater individual 
and collective effort which is 
so vitally needed now. By 
letting the people in the works 
see the target set, and the 
extent to which it is being 
achieved, everyone gains in- 
terest. The operatives realise 
they are being taken into the 
confidence of the management 
and the authorities; and they 


NO. 3 





M 
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Two Successful 
Basic Types: 


1. To Set a Target 
for the Factory. 

2. To compare out- 
put with one or 
more groups. 


are encouraged by the rising 
output, reaching or exceeding 
the planned production figure 
for the period, It is far more 
satisfactory, too, to have some- 
thing at which to aim than just 

o “do the job.” 

These production charts or 
output boards have been de- 
veloped from the simplest 
form of a sheet or board 
scaled in units of actual or 
“ representative” output over 
a specified period. 

In many instances the charts 
used couple with this indica- 
tion of the current output posi- 
tion display features, photo- 
graphs of the weapon or air- 
craft in action, with slogans, 
humorous or provocative, 


S Dran — 





The bonus earned by fifteen groups of operators is scored 


on 


this board, 


Charts are of two basic 
types: 
They are those which set 


a target for the factory or 
section and stimulate interest 
in reaching this objective; 

There are others which 
compare the output of two or 
more groups within the 
factory and develop enthu- 
siasm through the competi- 
tive spirit, 

These principles may be 
applied to charts setting actual 
output against planned output, 
shift output against shift out- 
put, factory output against 
factory output and group earn- 
ings against group earnings. 
There are many variations, but 
for success a chart should be 
designed, with the particular 
conditions existing in -the 
factory in which it is to be 
used clearly in mind, We think 
you will find that a little extra 
care in the design and selec- 
tion of the board will make a 
good deal of difference to its 
effectiveness, 

Group charts are not univer- 
sally applicable since such 
factors as working conditions, 
labour skill and supply of 
materials must all be sufi- 
ciently comparable, group for 
group, to justify the use of a 
competitive medium, Where 
such conditions do exist, how- 
ever, the competitive charts 
have been found most effective 
and have been well received. 


Units of Production — Act- 
ual or * Representative ” 


The production charts are 
graduated in units of output. 


These may either be actual 
figures or “ representative” 
heures, based on the number 


of components or complete 
assemblies produced. 

It may be desirable, for 
reasons of security, that the 
figures should be representa- 
tive only, but it is doubtful 
whether this has any adverse 
influence on the effectiveness of 
the chart. 

It is most essential, however, 
that the figures recorded, 
representative or actual, should 
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THREE IN ONE 
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EMPLOYEES ` 
PAY SLIP 


The Twinlock Wages System enables the Pay Clerk 
to compile at one Handwriting by means of carbor 
duplicates--Three essential records 


> ' \ 
LAJ Ts ee! 
f 


as 1. The Personal Record—shows at 


` —S i £ glance a complete analysis of the net 
A amount due and a record of Income Tax 
deductions, 

The Wages Book—compiled at thi 
same handwriting. The forms as coi 
pleted are placed in a Loose La 
Binder and form a permanent Wag 
Book, 

3. The Employees’ Pay Slips—compil 


at the same handwriting, These ar: 


Nm 


exact facsimile. 1 and 2 show how t 
money in the envelope is made up 


Let us send you a sample set of forms so ti 
you may investigate this efficient system. 


PERCY JONES (FW@inlock ) LTD. 37 CHANCERY LANE. LONDON. W.C2. gehil ity: 








PRODUCTION 


be accurate, otherwise confi- 
dence in the charts will be lost 
and their value discounted. 
We suggest that you also 
provide some means of indi- 
cating when production lags are 


the result of unavoidable hold-- 


ups for which the works are 
in no way responsible, 


How to Set the Target 


Be reasonable when setting 
the target figure, Interest in 
the scheme will obviously be 
lost if it is thought, and proved 
after a period of use, that the 
target is unattainable. 

ther than risk this, a 
“best ever” figure or second 
target may be provided as an 
added incentive. 

Promptness and regularity in 
recording the output contri- 
butes to the success of the 
scheme, The time chesen to 
adjust the indicator also has 
an important bearing on the 
interest created,  “ Circum- 
stances alter cases,” but it will 
probably be found advisable to 
instruct one person carefully 
in this duty and make him, or 
her, responsible. 


The Size "of the Board 
and Its Site 


The best situation for the 
boards will obviously depend 
on the particular circumstances, 
but usually some position near 
the entrance to the section or 
works will give the best results, 

A striking design and a large 
board are essential to arrest 
attention, but, again, the size 
will obviously vary according 
to the needs of the works in 
which the boards are to be 
used, j 

Some of the charts in use 
have been produced to designs 
provided by the Ministry of 
Supply and Ministry of Air- 
craft Production, and adapta- 
tions oe —— designs, or 
original designs have been pro- 
duced by the í firms themselves. 

Here are some typical 
examples : 


A Combined Target and 
Group Chart 


The principle illustrated by 
the chart is readily adaptable 
for different purposes. 





>: $6 


On the left, the ladder repre- 
sents the target scale, and 
when target output is reached 
the marker, the operator on the 
ladder, hands the product— 
cannon shells, for instance—to 


the pilot. 

The movable * shell ” 
markers in different colours 
indicate the production of the 
group on the chart. They are 
adjusted each day in accord- 
ance with the group output. 

It would be useless, of 
course, to provide a chart of 
this description when the 
working conditions and 
products of the groups varied 
to any marked extent. 

The chart is provided with a 
quadrant on the front of the 
board, which may be rotated 
and adjusted to the actual out- 
put obtained, as indicated on 
the graduated scale, and it is 
held in position by the peg. 
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This production chart sets 


for 


ferent groups engaged on 
similar work. 


Another marker at the back 
of the board may be set on the 
vuter edge of the same scale 
to the planned output, ar it 
may represent the output of a 
second shift or group. 

As the quadrant is adjusted 
and output mounts, an ever- 
increasing quantity of the 
stores being produced is seen 
in the background. i 
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Group Bonus Board 
Instils Competitive Spirit 
-S 
Bonus on a points basis is 
shown on the chart, Fifteen 
sections of automatics m an 
electrical equipment shop are 
represented on this board, so 


the eompetitive spirit should 
not be lacking. 
Blinds, all of the same 


colour, are adjusted up and 
down the vertical panels to 
reveal, as they rise, the differ- 
ent coloured backgrounds, The 
height of the coloured panel se 
shown indicates the bonus 
earned by the section, 


Pay in this shop is on the 
basis of a flat rate plus bonus 
on output, and each section has 
the same number of exactly 
similar machines producing 
identical work, with operators 
of comparable skill. 

These are ideal conditions 
ior a competitive chart. 

The use of charts is not 


confined to - “ Production 
Shops.” It needs but little in- 


- genuity to enable them to be 


applied = fur other 


purposes. . : 
A large transport organisa- 
tion, for instance, is about to 
employ production charts to 
show the performance of each 
of its depots, against the esti- 
mated turnover for the week. 
The same charts will also give 
absence and lateness figures. 


many 


i Explain the Purpose of 
the Product 


- 


There is another and more 
personal aspect to be consid- 
ered, The individual very 
often does not know what the 
part which he or she is making 
really is, or for what purpose 
it is used. They tend, there- 
fore, to lack enthusiasm for 
the job which may, in itself, 
have no inherent appeal. 


Displays showing the com- 
pleted assembly—an engine 
perhaps, or a gun—with the 
component parts and illustra- 
tions of the units in action, can 
do much to remedy this by 
stimulating the personal in- 
terest of the individual and 
thereby ensuring greater 
enthusiasm, j 


PT DELIVERY 


ES owner or manager of a factory 
a or workshop should know about 
© SNOWCEM ” cement paint. It 
represents a new and inexpensive way 

“secure more and better work, and a 

e saving in light and fuel. 
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8 X weh 
We shall be glad to hear 
c-. from readers of any other. 

' methods they have for keeping 


u was then 
m. 


< type 


entirely diferent type. Her 
name should be filed under 
bath jobs, to give a record of 
her dual abilities, 

When emergencies arise extra 
operators may be found by 
quick reference to the personnel 
records, 

One office manager who uses 
this system has a possible sub- 
stitute for every key worker in 
the office, so that illness, holi- 
days, rush periods and other 
emergencies seldom find him 
without proper personnel. 


Is the Envelope Empty ? 


TOW that most 
houses are practising sta- 
tionery economy by using en- 


velopes two or three times, 
former methods of slitting 
envelopes to ensure all the 


contents are removed must not 
be used, 

A large mail-order house has 
devised a system of inspecting 
salved envelopes which is 
even speedier than the old 

slitting method. A section of a 
wooden counter was cut out 
and a piece. of ground 

substituted. A 
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it extremely inconvenient 
to have calls of any kind 
during the dinner-hour in these 
days. 

T. H. & J. Daniels Ltd., of 
Stroud, have a note in heavy 
on ‘their 
which reads: Note—Dinner- 
; office, 12.30 to 
1.30, liec isa little tip for 
aving inconvenience that might 
‘be generally kept. 


an dinner-hour free from callers. 





business’ 






e Lunch-hour liveries are made, no matter 


shortage of staff, a. 


noteheading  & bl 3 
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arriving, the first delivery. ‘of 
the day generally Bets distri- 
buted promptly. — 

But because of 
general 
internal ” _ messenger 





Gini 
the country, we have been 
amazed at the number of times 
we have seen letters lying 
about at reception counters 
because no messenger is 
able, 






spondence ` 
dealt with, 

A ` woman “clerk ìi 
accounts. department is giv 







the extra responsibility, of o 
supervising the incoming „mail. 
She was decentrali 

from her depar 


to allow of this) a 
modated with a d 


necessary equipme 
work im a corner. 
reception  cotinter > 


ground floor of the: ‘offi 

In the morning, she, with the 
reception clerk's assistance. 
opens. the first’ delivery, She 


_ then acts as messenger and — 
e delivers. the opened. letters to 






appropriate © executives... 
Oks after the. first de- 
= but: her special value 
esto greater — effect 
ng the rest of the day, | 
“The moment subsequent de- ; 
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ériticlae: "this arrangement of 
interrupting the work of a . —* 
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act as distributor of corre- 
spondence, let him first consider 
the potential value. of the girl 


in this capacity, 
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Note how well these aluminium-finished troffers, accommo- 
dating 40-watt fluorescent lamps blend in with the ceiling. 
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output is emitted upward 
toward the ceiling and upper 
side walls, while the rest is 
directed downward. As this 
system also utilises the ceiling 
as the main source of light, the 
same considerations as for 
indirect lighting should be 
observed with regard to ceiling 
finish and good maintenance 
characteristics. In general, 
senu-indirect units give a little 
more light for the same watt- 
age than do indirect units, but 
more attention may have to be 
given to the. factors of direct 
and reflected glare. 


GENERAL Dirruse LIGHTING 


This classification refers to 
systems where the predom- 
inant illumination on horizontal 
working surfaces comes di- 
rectly from the lighting units 
but where there is also a con- 


Study These Co-efficients and so 
Improve Your Lighting 


AST month we dealt with 
the necessity of getting 

the background to your office 
lighting right first. Let us now 


review the main types of 
general lighting.” 
‘The lighting installation 


should be designed to provide 
good illumination to meet both 
day and night conditions. 

The way in which the light 
from the lamp is controlled by 
the lighting equipment governs 
to a large extent the important 
effects of glare, shadows, dis- 
tribution and diffusion. The 
selection of the best type of 
lighting system for a particular 
area, therefore, is. a most 
important decision, 


Classification of Lighting 
Systems 


General lighting systems 
may be classified fundamentally 
into five different types. 


INDIRECT LIGHTING 


With this system 90 to 100 
per cent of the light from the 
luminaires is first directed to 
the ceiling and upper side 
walls, from which it is diffusely 

* From “ Transactions of the Iiu- 


minating Engineering Society of 
Americn.”* 





reflected to all parts of the 
room. In effect, the entire 
ceiling becomes the liglit 


source, by which shadows and 
reflected glare are minimised, 
Since the light source is the 
entire ceiling; it cannot be 
avoided by the observer; so 
care must be taken to keep the 
brightness low enough to 
prevent it being a source of 
glare. Because the ceiling con- 
stitutes an important part of 
such a lighting system, careful 
attention must be paid to 
having it as light in colour as 
possible and to maintaining it 
in good condition, 

The lighting units, which 
may have either opaque or 
luminous bottoms, should ‘be 
such that they can be easily 
cleaned, because a layer of dust 
and dirt can absorb one-fourth 
or more of the light output of 
the unit. 

Indirect lighting produces a 
quality of lighting highly de- 
sirable for such visual tasks 
as are found in drafting rooms, 
general - offices and private 
offices, i 


Semi-Inprrect LIGHTING 


Semi-indirect lighting iş 
defined as any system in which 
per cent of the luminaire 


siderable contribution from 
upward light, reflected back 
from ceiling and upper wall 
areas, 

One type of unit of this 
classification is the glass dif- 
fusing, enclosing globe. Diffus- 
ing globes should not be used 
to provide the higher illumina- 
tions since they are likely to 
become too bright from the 
standpoint of both direct and 
reflected glare. 

Another general type of unit 
in this classification is repré- 
sented by the direct-indirect 
units where little or no light is 
emitted in the normal fields of 
view, 

While general diffuse lighting 
systems give more illumination 
for a specified wattage than do 
indirect or semi-indirect 
systems, shadows are more 
noticeable, and some difficul 
may be experienced with bot 
direct and reflected glare. 


Semi-Drrecr LIGHTING 


In this classification 60—90 
per cent of the output of the 
luminaire is directed downward 
to the working’surface. There 
is, therefore, some contribution 
to the illumination at the 
working plane from light 
which is directed upward and 
reflected by the ceiling and 
upper wall areas. For the most 
part, luminaires in this class 
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When you think of ighting, Mr. Smith. remember 
that Benjamin are and have been for over thirty years 
the foremost industrial lighting specialists in the = \ 
country. Remember that the standards of lighting 
which are becoming generally recognised to-day are 

no more than have been recommended and practiced \ 
by Benjamin for many years. Remember, Mr. Smith, 7 
there is a Benjamin engineer stationed near you wh * 
can offer you something unique — lighting truly de 

signed to suit the processes in your works based o 

great experience. 


ENJAMI 
LIGHTING 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N 17 


Telegrams : ** Benjalect, Southtot, London.” Telephone : Tottenham 5252 lines 
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- Classification. — 


Indirect 
Semi-indirect 
General diffusing . 
~ Semi-direct 
Direct 





free from 
glare and annoying shadows, so 
that all possible desk locations 
in the room are provided with 
the required illumination, A 
system of general lighting 
makes possible the most effi- 
cient arrangement 
equipment regardless of 
natural lighting facilities, 

In choosing the type of a 
general lighting system to be 
it should be recognised 


the 


lish a set of ideal specifications 
and find any one system which 
conforms in all respects to all 
details of such a specification, 
For instance, a system. which 
might be satisfactory for a 
room with one ceiling height 
might lack certain essentials if 
used with a room with a 
different ceiling height. 


The following qualifications 
should be carefully considered 
and weighed as to their rela- 
tive importance in the case 
— consideration. 


Picea (for wode 


a the desired result). Is 
there adequa! 









3 —— per unit. es ‘light 


E emitted—this directly affects ~ 


the operating cost). Is the 
luminaire efficient compared 


with others under con- 
sideration ? 
3. Maintenance, Can it be 


cleaned easily and inexpen- 
sively? Can it be easily 
serviced ? 


4. Sturdiness. Is the con- 


struction such that the lumin- 
aires will hold together in 


service—glass will not be 


= likely to«break—the entire 


assembly have good wearing 
qualities ? 
5. Appearance. Is 
. appearance, both lighted and 
--unlighted, 
room? 
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PRODUCTION ECONOMY 
FACTORY LAYOUT AND DEVELOPMENT 
EFFICIENCY SYSTEMS 











COSTING SYSTEMS 





MARKETING AND DISTRIBUTION 





BUSINESS ORGANISATION 





Specialists in the Design and 
Manufacture of SPECIAL PURPOSE 
Machinery and Industrial Equipment. 


MAYFAIR 3227 


ard Hall ba 


INDUSTRIAL CONSULTANTS 
1tki2 POLLEN STREET Rel isle), ms 


FISHOLOW Cycle Parks solve the 
storage problem for both you and your 
employees. For you—space is con- 
served and orderliness preserved ; for 
your employees—protection to their pro- 
perty is provided. Mutually satisfactory. 
Types to suit-all sites. 


FISHER & LUDLOW LTD. 


(G Dept.), Branch Works, Rolfe St., Smethwick. 
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SIEMENS siERAY 


FLUORESCENT 
TUBES 


Provide light of DAYL/GHT 
QUALITY with an efficiency 
approximately THREE times 
that of an ordinary gastilled 
lamp of comparable wattage 


WRITE FOR ust no 980 


FREE ADVICE 


WE WILL GLADLY SEND A LIGHTING 
ENCINEER TO ADVISE YOU ON A 
LICHTING LAYOUT USING THESE LAMPS 

WITHOUT ANY OBLIGATION 7 


Advt. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED 





38 39 Upper Thames Street, London, E.C4 
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LIGHT ON THE SUBJECT OF OFFICE ILLUMINATION 


— 


The photograph shows an installation of 
continuous troughing in a drawing office 


METROPOLITAN-VICKERS ELECTRICAL CO. LTD., NUMBER ONE, KINGSWAY, LON 
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and increasing effici- 
ency are invited to 
write for copy which 
will be sent on receipt EVE RTAUT 
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ply with the new Cov- STEEL WORKS SEATING 
EVERTAUT LTD., Walsall Road, Perry Barr, Birmingham, 22 
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j 
PRICES and I 
p Garments are in Khaki, Biwue 
PATTERNS 
ERN j and Grey; preshrunk, which 
guarantees against shrinkage 


in the wash 


W.WHEELER & COMPANY LTD. 


107 London Road, Plaistow. London, E13. 
Phone: GRAngewood 4071 (5 lines 
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Canteen 


HE response to this inova- 
tion has been most en- 
couraging. Our mail bag is 
too heavy to deal with every 
question, 

There are, however, several 
questions of topical importance 
that call for immediate 
attention, 

The first question we have 
selected comes from a London 
firm. 1. How much tea or 
coffee can be used at a time? 

Miss Garsurr: The propor- 
tion of water depends largely 
on the strength of the tea 
being used; the following pro- 
portions are intended as a 
guide : 

Tea. 1lb. for 100 large 
cupfuls when using teapots. 
1b. for 100 large cupfuls 
when using urns, 

Milk, 1 pint for 8 persons. 

Sugar. 24 Ibs. for 100 large 
cups (approximately 128 
ordinary lumps of sugar to 
1 1b.). 

Coffee, 100zs, to 1 lb. to 
I gallon milk and water 
mixed (4 pints each), 20 cup- 
fuls to 1 gallon. 

Mr, Coarey: I would like to 
add a word to Miss Garbutt’s 
able comments. 

Rationing of tea leads to 
many difficulties and to deter- 


Brains 
Readers’ 


CANTE eNe 


Trust Answers 
Questions 


Second Session 


Any Questions ? 


Send your Questions to the 

Question Master, Canteen Brains 

Trust, “ Business,” Whiftfriars 
House, Tallis Street, E.C.4. 


mine the amount of tea to be 
used at a time depends on: 

(a) The quality of brewing 

tea used, 

(b) Whether made in urns 

or teapots, 

(c) Number to be catered for 

in a given period, 

With regard to (a), it is 
always advisable to use the 
best, In canteens, tea is mainly 
brewed in urns, but I prefer, 
wherever possible, to see tea- 


pots used, and the amounts 
are: 

For urns, 1ł ozs, tea to a 
gallon with a slightly less 


quantity for larger brews, with 
a period of at least 15 minutes 
given before removing the in- 
fuser. For 8-pint teapots 
1hozs. tea will suffice where 
quick service is required and 
little time for brewing, 

The amount of coffee to be 
used at a time is very difficult 
to lay down as so much depends 
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upon the strength of the coffee, 
the number of black coffees or 
milk and dash required. For 
making a gallon of black coffee, 
I should use 60ozs, freshly 
ground coffee, or trlb. dry 
coffee to 40 cups. 

Mr. Stent: I should say that 
“quality of tea” is not quite 
the right answer, A better 
description would be the right 
type of tea. Tea that would 
make an excellent brew in a 
pot may be a bad tea for mass 
production. A pot of tea is 
fine, always providing it does 
not have to stand too long, It 
is the ideal and only way of 
making tea — where 
vast quantities are required in 
the minimum space of time 
one must refer to Teatomatons. 


As regards coffee; is this an 
ideal? What about the Min- 
istry of Food regulations, 
where, in catering establish- 
ments, tea is practically the 
only hot beverage served? 

The canteen manager of a 
Birmingham firm of toolmakers 
asks: 2, How would you avoid 
the uneven cooking of greens? 
Sometimes we find ours to be 
overcooked, correct, and under- 
cooked cabbage in the same 
cooking. 

As 


Miss GARBUTT: far as 


Members of The Brains Trust 


J 


Brains 
Surman. 


AM pleased to welcome 


another member of our 
Trust — Mr, Albert 
He is Chairman of 


the Southern Area of the In- 
dustrial Catering Association, 


and Catering Manager of the 
Luncheon Club for one of the 
big banks. He is also a member 
of the Canteens Trade Equip- 
ment Committee. Mr. Surman 
has been 20 years in the 
catering trade, 


+ 


Mr. H, J, R. Stent Miss P, L. Garbutt Mr. W. J, Coaley 
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CUTLERY, CROCKERY, 
Enamel, Tin and Glassware, 
Brushes, Kitchen Machines, 
Tables, Chairs, etc. 
for immediate delivery. 
Special Department 
“ Caters for Hotels 
and Restaurants. 


Stocks of Instantaneous Boilers, 
Steamers, Ranges, Trolleys, etc. 


Trade Enquiries Invited. 


DAVIES, REED & Co. 


30, BREWER STREET, 


PICCADILLY, W.I. 
Telephone · GERrard 1601, 1608. 


PROTECTION 
by PENFOLD 


Nothing to equal Penfold Chain 
Link Diamond Mesh for all on- 
closures, Store and Factory par- 
titions, Machinery guards, Con. 
veyor belts and many other in- 
dustrial applications, All types 
of metal fencing and light steel 
structural work, Ask tor 
particulars. 


PENFOLD FENCING Ltd. 


DEPT. 26, IMPERIAL WORKS 
TELEPHONE 224! 








WATFORD. - 
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possible the cabbage should be 
cut up into small pieces before 
cooking, and time should be 
allowed, after cooking, for efi- 
cient pressing and chopping of 
the cabbage before it is served. 

The gist of the following 
question is embodied in no less 
than five queries. They came 
from firms who are about te 
launch into this new venture, 
and from others about to over- 
haul their present arrangements. 

3. How would you lay out a 
kitchen ? 

Mr. SYENr: The principal 
point to remember in laying 
out a kitchen, whether it is 
small or large, is to ensure that 
the service is straightforward 
and in a continuous line; in 
other words, the raw materials 
must arrive at one end of the 
kitchen, be stored there, then 
prepared, cooked and served, 
This line of service should not 
he broken by washing-up faci- 
lities and cross-currents of 
people concerned with other 
departments. 

In small kitchens where 
perhaps a cook- manageress 
may be in charge, it should be 
so designed that she is able to 
supervise the stoves and the 
service counters at one and the 
same time, 

In larger units the cooking 
equipment in the kitchen should 
be so arranged that a chef is 
able to supervise all the cooking 
at one time, ° 

Whilst it is often advisable 
in larger kitchens to separate 
the wash-up, the vegetable pre- 
paring room and bakery de- 
partment, the fewer partitions 
in a kitchen the better, as 
corners of small rooms tend to 
become dirty and, as has pre- 
viously been said, it is impos- 
sible for any one pérson to 
supervise the work which is 
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guing on unless they have a 
clear field, - 

Miss Garsurr: I would like 
to endorse Mr. Stent’s remarks 
and add my idea of the essen- 
tials in planning. There should 
he no hard and fast rules, but 
the aims of good planning are : 


G) To provide adequate 
working space for the staff. 
(ii) To provide sufficient 


storage accommodation for: 
(a) The delivery of goods 
without trafic across the 
kitchen ; 
‘(b) Stock and daily sup- 
plies in the kitchen. 

(iii) To make complete work 
centres in the kitchen and thus 
avoid unnecessary cross traffic. 

(iv) To ensure that there is 
wood passage space where re- 
quired, particularly for the 
service of the food and the 
efficient removal of dirty 
crockery, 

(v) Fixed equipment, 

Sinks should be fixed at a 
convenient height, about 3 ft. 
from the ground, and should 
he adjacent to one another. The 
water taps should give a clear- 
ance of 121n, to 14 in. to allow 
large pans to be filled from 
them. Grooved draining 
boards should be fitted at either 
ends of the sinks, The space 
beneath the draining boards 
can be utilised by having slatred 
shelves fitted for the storage 
of large boilers and pans. 

(vi) Other equipment. 

Good cupboards and shelves 
are necessary and ffie tops of, 
low cupboards, if made of 
suitable wood or covered with 
linoleum, can be used for table 
space. Tables should be of a 
convenient height to avoid un- 
necessary stooping. Chairs or 
stools should be provided in 
the kitchens. Every kitchen 

(Turn to page 52) 





TIME SAVED 


ENERGIES RENEWED 


by taking refreshments to the 
worker at the bench. 


Write for lists of 


TROLLEYS, URNS, BOILERS, 
FOOD CONTAINERS, SINKS. 


JAMES Ser papi 
& SONS 


WOOD END GREEN ROAD, 
HAYES END, Middx. 
Rhone: Hayes 1416. 
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HEAT RETAINING TEA URNS 
AND FOOD CONTAINERS, 
ROUND OR RECTANGULAR. 
Also 
LABOUR SAVING 
MACHINES 





@ DISH WASHERS 

® FOOD SLICERS 

@ POTATO PEELERS 

@ POTATO CHIP CUTTERS 
@ MINCERS 

@ KNIFE CLEANERS © 





INSULATED TEA @ TOASTERS INSULATED FOOD 
oa VEGETABLE SLICING OR WITHOUT INNER 
= est peda and DICING, Etc, BOXES. 


Write for particulars— 


KITCHEN MACHINES 


7, SICILIAN AVENUE, SOUTHAMPTON ROW, LONDON, W.C.) 


——— and Telegrams: HOLborn 8556 


~ 





SINK U NITS 
WORKS CANTEENS a 


HOSPITALS, INSTITUTIONS, 
Etc. 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS — LASTING BEAUTY 


DURABLE and RUSTLESS 


Being Built on the Unit Principle 

can be supplied up to 8ft. long, 

giving Double Drainers and 
Double Sinks. 


wits EASICLENE PORCELAIN ENAMEL (1938) Ltd. 


PALACE OF ENGINEERING, WEMBLEY Telephone: Wembley 33634 






This model “E10” 
Bowl 16° * 15” X 8°. 
Overall 38" * 19", 
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© Mild steel outer casing enamelled cream and grey. 


Leaflets giving details and prices , also of tea trolleys, etc., on application. 
Goods can only be supplied to priority concerns or subject to certificate 
from Ministry of Food officer. 


ASH’S MANUFACTURING CO. (B’FRIARS) LTD. 
GARLAND WORKS + STAPLEHURST ROAD - LEWISHAM + LONDON . $€-13 





= FUEL ECONOMY IN THE CANTEEN 
UP TO 80% SAVING WITH A 


BRIFFAULT Cooking Range 


BRIFFAULT Ranges have 50 years’ reputation 
for high efficiency and low running costs. 
They are used in the capteens of many of 
the best known firms in the country. 


We shall be pleased to quote upon 
being advised of the number catered for. 
IMMEDIATE DELIVERY. 


Ask also for details of the BRIFFAULT Gas 
Hot-Cupboard. 


Holds 200 meals on plates ready to serve, 
and consumes ONLY 25 CUBIC FEET OF 
GAS PER HOUR, Fitted with patent “Star” 
type burners and automatic governor, nothing 
to go wrong. IMMEDIATE DELIVERY. 


THE BRIFFAULT RANGE CO. LID. 


Offices and Showrooms i; 
16 Soho Square, Oxford St., London, W.1 
Te'ephones: GERrard 5552 & 5553 





ASHS 


MULTIPOT 


Insulated TEA URN 







3, 5, and 8 GALLON SIZES 


Inner lining of stainless steel. Tinned copper tea 
infuser. 


Insulated on all surfaces to prevent heat loss 


Top and bottom surfaces shaped to facilitate 
stacking. 


Extremely high heat retention qualities 


5 Gall 
Size 


Tele: Lee Green 2277 


CANTEEN 


INSULATED URNS ~ 


A MAGRINI 
6-GALLON 
INSULATED 
TEA URN 














FRANK V. MAGRINI LTD. 


X Manufacturers and Cistributors of all 
Types of Kitchen & Stillroom Equipment. 


40-44 NEWMAN STREET, LONDON, W.1. .,..esPhons: , 



















A NEW BOOK ON PERSONNEL MANAGEMENT 


A clear Guide to the Establishment and Ordered Develop- 


It defines the Scope and details, the Duties of each sub- 
sidiary activity such as the Labour Officer; the Welfare 
Supervisor; the Industrial Nurse; etc., ete. 

“ Personne] Management" (Poulton & Brook. gives just the 
concise information required to ensure efficiency and avoid 
overlapping, No Principal or Officer within a Personnel 
regime can afford to be without thie invaluable reference 
book and the Organization Chart included with it, 


Published at 6s. by P.W.S. (industry) Ltd. 
Staple Hall, Stone Ho. Ct., Bishopsgate, London, E.C.3, 


ment of a Personnel Department. | 
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should have a clock, and if 
there are any high shelves, a 


‘pair of steps should be 


provided, 

Mr. Stent: That is cer- 
tainly very complete, but may 
| add that pair of scales should 
be included. 

As question four comes fro 


a transport workers’ canteen in 


the North of England, I am 
sure Mr, Coaley would like to 
answer. It is: 4. What sort of 
bonus (if any) should be paid 
to canteen workers? 

Mr. Coarey: The principle 
of the payment of a bonus (out- 
put) to canteen workers should 
be discouraged, preference 
being given to the payment of 
an adequate rate of pay, to- 
gether with good general con- 
ditions of employment, Pay- 
ment of a bonus might lead to 
“rush” work in the cooking 
and preparation of meals, and 
if this happened, not only 
would it result in much valu- 
able foodstuff being wasted, 


but would also cause a number 


of complaints from the 
customers. 

Cooking, preparation and 
service of meals are three - 
great factors in helping to 
maintain the health of the 
workers. This does not seem 
possible if these three essen- 
ials are neglected in the inte- 
rests of a bonus scheme for 
canteen staff. 


Mr. Stent: I heartily agree 
with Mr. Coaley’s opinion, and 
consider that a system of pay- 
ing bonuses in canteens can 
hecome exceedingly dangerous. 

A bonus on the trading 
results of a canteen may easily 
result in fantastic figures being 
achieved from poor service to 
the customer, ) 

A standard bonus, based on 
hoth the turnover and in 
results may also be very unfair. 
Owing to some kitchens being 
far better designed than 
others, a manager or man- 
ageress may be doing an cx- 
cellent job of work in a difficult 
unit but be incapable of com- 


paring figures with a perfectly 


laid out unit, where the man- 
agement obtained the better 
results by half the work, 

In conclusion, I would sug- 
gest that bonuses should be 
paid by discretion of the man- 
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For particulars of installation write or phone 


THE MAGNETA TIME COMPANY L™ 


once GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY asman rasit ts 


LONDON OFFICE: 53/54, HAYMARKET, SW. TELEPHONE. ABBEY 2360-7 
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RECORDS COST MONEY, ARE YOU 
PAYING TO HIDE VITAL FACTS? 


Shannon Visible Records give a panoramic view of 
Key facts—posting is many times faster than in 
books. A unique all-metal Suspension holds the cards 
securely yet gives maximum freedom of movement. 
Cards are instantly removable. Both sides are 
available for posting and Auxiliary Sheets provide 
additional information or 
inerease the card life. Let 
us show you how Shannon 
Visible Records will help 
to increase your control 
and production. 

To comply with Paper Control 


Order 48, please send 1d. postage 
stamp for bookies. 
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RECORDS — 


Cive all the answers-instantly 
IMPERIAL HOUSE (Dept. A.3), 15-19 KINGSWAY, 


LONDON, W.C.2. 
And at Bir’ham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agt.) 
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BUSINESS fer 
Canteen Brains Trust 
(Continued from page 52) 


— to persons vho have 
obviously done good work oe 
that 





a fairly long period and 


no details of how the bonus has 


been arrived at should be given. 

Mr. Surman: If I may adda 
footnote to Mr. Stent. I am 
inclined to agree with his con- 


cluding remark. A graduating 


bonus in accordance with the 


| quality of their work should be 


paid to the staff. It is a good 


policy to recognise ability, but © 
! no 


hard and fast rules or 
figures need be laid down, 
What the Treasury Allows 


UITE a number of readers 
have written us on the 


| answer given last month as to 


expenditure allowed by the 
Treasury on a works canteen. 
We regret that the phrasing 


| used was misleading. 


While certain expenses on 
canteens by small concerns may 


| have been passed, the general 
| ruling is as follows: 


Capital expenditure on build- 
ing and equipment is not 
allowed as an expense, and is 
chargeable with Income Tax 
and E On the other 


hand, upkeep and running €x- 


penses 


and renewals (eg. 
breakages) are allowed. 

An annual allowance of 10 
per cent for depreciation is 
also made and written off at 
some period after the war, if 
the canteen is then no longer 
in use, or proves to be unneces- 
sary in peace-time. 

There has been considerable 
doubt on this subject for the 
past two years, but the above 


ruling, just obtained by 
Business, may be taken as 
final, 





DOES NOTCURL 


Endorsed Daily by Discriminating Operators. 


* The back of the carbon paper is coated with a special tion 


Details from of the carbon paper, 


THE STANDARD OFFICE SUPPLIES [° 57,Farringdon Road, London. E.C.I. Phone: CHAncery S561 (4 Lines) 


prepara which 
Sives it a GLOSSY WAXED SURFACE, This DOUBLES THE STRENGTH 


— itt Cats Conger] 


-__ 
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A pecker Cotter Opening S 


This Electrically Operated machine is ` : 
specially designed for the rapid open- pi 
ing of all types and sizes of mail à ==- 
without damage to the contents, and 
with the minimum of effort on the 
part of the operator., 

There is also a Hand Operated 
Machine with Automatic Feed. Send for particulars. 


INTERNATIONAL COIN COUNTING MACHINE COMPANY LIMITED 
COLLEGE ROAD è CHESHUNT è HERTS. Telephone : WALTHAM CROSS 3241/2 
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Night 
e 77 rher Ss 





‘Making the tools to finish the job’ makes 
havoc of hands that are unused to it. Scratches 
and abrasions with dirt embedded in the skin is a 


problem atthe send of the shift 







erg solved by | should have access to all the adva 
1BCO 4 SHIFT the | of a canteen. ESSE Heat 
Anti- ‘ 7 septic Power | 
Cleanser. A little rubbed Cookers, burning continuously 
wellinand 3 F rinsed off takes ready for the demands of a night shift. 
amare wisn + — it and leaves | Amazingly economical in fuel (anthracive 
hands smooth ae — clean and germ 

free. Back up the workers. Give them more than the or coke} they are particularly suitable 


minimum cleansing facilities the act demands—make 
it easy for them to cleanse their hands in quick time 
with IBCO SHIFT and protect them from skin 
troubles and infection. Write for bulk quotations. 


BCO SHIFT es 


POWER CLEANSER 

=A IBBETSON & CO. STEVENAGE, HERTS. = 
For over a quarter of a century the makers of = | 

—_ 


™I18BCO GUARANTEED PRODUCTS 


for the canteen with a 24-hour service. 














Have facilities for repairing and 
ow's reconditioning customers’ own 
Adding, Calculating and 


CALCULATORS Accounting Machines 


LIMITED Write ¢ 
52-6 OSNABURGH STREET, LONDON, N.W.! 


Phone : EUSton 5135-6 


Governing Director: A. E. LOW 














LIGHT — pe 

'you 

want it with the 
SUPREME 


EMERGENCY LIGHTING 





The SUPREME 
"999°"  EMER- 
GENCY LAN- 


TERN was only 
designed after an 
exhaustive study 
of A.R.P. needs— 
that is why so 
many official 


welcome. Its ease 
of adjustability en- 
sures adequate 
light in any posi- 
tion, moreover, 
being pivotal on 
its own stand, it 
leaves both hands 
free for working. 
The ‘* 999" oper- | 


standard battery. 


REMEMBER THESE 
“SUPREME” POINTS 


STANDS OR HANGS | 
WITH LANTERN 
BODY FREE TO 
PIVOT- ON ITS 
OWN FRAME, 

COMPLETELY 


ALWAYS READY 
FOR USE — SAFE — 
NO DAILY REFILL- 
ING OR CLEANING, 
USES STANDARD 
BATTERY—6-VOLT. 





BRACKET i 
w» G. HAWKINS & CO., LTD., 
0-35 DRURY LANE, LONDON 


W.C.2. 
Phone : Temple Bay 5811 
Se ee ee ee — 


| 
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The Bellamy 5-Shift Plan 


BUSINESS for 


(Continued from page 23) 





We are at the moment 
applying a slight modification 
to the above system: This is a 
concession allowed to the work- 
people so as to remove some 
of the incentive to week-end 


| absenteeism. 


| 


| 


bodies have given | 
it an enthusiastic 


ates from a 6-volt 48-hour 


SELF - CONTAINED, 


| 


| 
| 





| 
| 
| 


The modification consists of 
our finishing the day shift on 
Saturdays and Sunday at 5 p.m. 
instead of at 7 pm. The 
worker is extremely glad to 
get an extra two hours away 
from the factory on these 
popular evenings, 


Under this modification our 
average working week is 
reduced from 56 hours to 54.4 
hours, and the average hours 
for which pay is made are 
reduced from 73 hours to 70ł 


hours, the variation being 
between 52ł hours and 85 
hours. 


The following general notes 
may be of interest: they com- 
pare the Bellamy system with 
two- and three-shift systems, 
as usually worked, i.e., with 
one day per week during which 
the factory is shut: 


(a) Three shifts need 50 per 
cent more labour, but five 
shifts only 25 per cent more 
labour, than two shifts. | 


(b) The amended system 
(paragraph 9) gives each 
worker in the course of his 25- 
week cycle, five weeks of 48 
hours, five of 50, five of 56, 
five of 58, and five of 60. The 
week immediately 


| precedes a 60-hour week, so 


that the pay packet averaged 
over the fortnight represents 
a reasonable amount. There is 
always a gap between 60-hour 
weeks of either two, three or 
six shorter weeks, This ar- 
rangement is obviously less 
onerous and monotonous than 
when the cycle consists of 
fifteen 60-hour weeks and ten 
50-hour weeks, as it does under 
the unamended system. 


(c) The operation of this 
system disposes of the “ time 
for shopping” difficulty very 
often pleaded as being the 
reason for absenteeism. This 
is because, under the five-shift 
system, the rest day falls on a 


different day in each consecu- 
tive week. Some workers 
prefer Saturdays or Sundays, 
and some weekdays; but under 
the five-shift system each 
worker gets in the course of 
25 weeks his particular fancy 
in days off several times, 


(d) There is a considerable . 
advantage in keeping the shops 
sweet. Shops are vacated for an 
hour after every five hours, and 
can be properly ventilated. At 
the same time, minor attention 
can be given to machines. 
Under three shifts these advan- 
tages disappear, and, in fact, 
under that system double the 
complement of the shop is 
congregated in the shop at one 
time three times a day- 


(e) There is no disturbance 
of production as there is under 
three shifts, owing to the on- 
coming shift manning the 
machines at the moment that 
the outgoing shift leaves them. 
There is also an advantage in 
saving of cloakroom space. 


(£) Under the _ five-shift 
system, extra overtime can, if 
necessary, be worked twice a 
day on a bottle-neck, which 
ory be done under three 
shifts, 


(g) Five shifts shows a 
Saving in transport, as vehicles 
come to the factory only twice 
a day, whereas under three 
shifts they have to come thrice. 


(h) Five shifts has a strong 
advantage in needing less 
supervisory staff. 


(i) We find that industrial 
fatigue towards the end of a 
shift is not apparent under our 
system, since each 10-hour shift 
is broken by one hour for the 
meal break, and each half- 
shift is again broken by ten 
minutes for tea and rest, 


We believe it to be correct 
that a short break after two 
hours’ work has a better effect 
in offsetting fatigue than half- 
an-hour’s break at the end of 
four hours’ work. 


We do not find any loss of 
alertness towards the end of a 
shift, whereas frequently three- 
shift factories do. 
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DFREX (450% 
THE MASTERPIECE OF CARBONS 


— —just as Teucer is a masterpiece in sculpture. The OFREX 
patented non-curl carbons were made to the specification 
f 





supplied by thousands of active users—typists, secretaries and 
executives of large organisations—their dream has become a 
reality ! These carbons are a product of fine quality, and their 
general features are non-curling, cleanliness, durability, 
dense clear-cut impressions, suitability for standard and noise- 
less machines for few or multi copies, and reasonable price. 


As proof of our claims we make you this outstanding offer. 
With your initial order we will send you 25 sheets free of charge, 
and invite you to put them through every known test—hammer 
them with hard work, use them again and again, and if you are 
not completely satisfied that the claims we have made are justi- 
fied, return the carbons you have ordered and you have 
incurred no obligation. 


= OFREX Limited © 


— 15m16 NEWMAN STREET: LONDON- Wi 
s“ TEUCER ” 
by THORNYCROFT TELEPHONE: MUSEUM 8246/7 
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“COMMUNAL” 


ADAPTA” 


SOLID COMFORT CHAIRS 


THERE IS AN “ADAPTA” CHAIR 
FOR EVERY SEATED WORKER IN 
FACTORY, CANTEEN AND OFFICE. 


“ADAPTA” STOWAWAY CANTEEN TABLES 
COMBINE STRENGTH WITH UTILITY. 


“ADAPTA ” CHAIRS and TABLES are 

made of prime hardwoods by craftsmen 

to afford the maximum comfort for a 
lifetime of service. 


“SIMPLEX” 


ENQUIRIES SHOULD BE ADDRESSED TO; 


OXFORD WOODCRAFT LIMITED, 
474, Cowley Road, OXFORD. 


Phone: OXFORD 77555. Grame; TEAMWORK, OXFORD 
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pping a Canteen 
(Continued from page 50) 


15. 13ft. of inlaid lino, Tray 
Slide on brackets...£12 10s. 
16. Crush Barrier Rail shaped 
to suit service counter, 
stove enamelled .....£16 10s. 
17. Galvanised Hood, 12ft. by 
6ft., over main service 
equipment in centre of 
ekee £26 
18. Inlaid lino 6-seater Tables, 
measuring 6ft. by 2ft., un- 
folding legs £5 10s. 
19. Inlaid lino 4-seater Tables, 
6ft. by 2ft, (50) ............ i4 
20. Hardwood Chairs, stained 
Oak (200) each ...... 17s. 6d. 

To the above list of equip- 
ment, which totals’ approxi- 
mately £1,150 15s., must be 

added the approximate sum 
lof £100 to cover roll pudding 
tins for steaming oyens, stock- 
pots, chipping machine, can 
opener, knife and silver racks, 
pots, pans, cutlery, etc. It 
is not suggested that all the 
apparatus shown is necessary. 

The perfect kitchen can 
never be planned since varia- 
tions of site usually provide 
some fault which cannot readily 
be overcome, but the above 
canteen with the deletion of the 
expensive item of refrigera- 
tion, the steamer and the fish 
fryer would still be capable of 
producing the food. 

No canteen should be in- 
stalled which barely provides 
for the numbers catered for, 
since the canteen manager and 
staff are constantly working at 
top pressure and neither labour 
nor apparatus is rested. This 
causes the inevitable breakdown 
at some unopportune moment. 

With the influx of fresh 
labour every week in war-time 
factories to-day, a policy of 
looking forward to anticipate 
demands should be adopted. 


LIMITED 


IAN ASSOCIATED COMPANY 
OF INTERNATIONAL COIN 
COUNTING MACHINE CO.) 





41 FURNIVAL STREET, LONDON, E.C.4 


HOLBORN who have been fortunate in retaining the employees 
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COIN COUNTING + WAGES PAYING 


of the BRANDT AUTOMATIC CASHIER CO. LTD., so 
you are assured that your enquiries for machines or 
service will receive prompt attention | 


CHANGE GIVING 





SUNLIGHT... — 
throughout the —  Y 
year. .! 






No. 4 of Series 
The Saving 
of 
Transport 


“Ts your journey really necessary?” If 
| one could ask this question of all the 
| millions of letters posted daily, what 

would the answers be? Yes, even in war- 

time, the Post Office must carry on with 





E is highly important for “all the year | its amazing network of collection and 
round” efficiency that the health of your delivery, reaching out to every nook and 

staff be kept at the highest possible level. For | cranny of the country, 

this a regular course of Artificial Sunlight is | It is easy to see how great is the problem of 
invaluable. handling all this mall with depleted staffs, 


slowed-down communications, and the compli- 
an ee r cations of enemy action and the blackout, 
These vitalising rays build and tone up the Especially when so vast a proportion of every- 


; ; GAS day maij has first to be collected from pillar 
whole system so that resistance to infection is boxes and carried to the sorting offices, The 
i : - engagement of women for this work means that 
ncreased and good health and stamina is the maximum weight per postbag collected has 
maintained, been reduced, although individual letters weigh 


more owing to the use of envelopes thick with 


The PERIHEL WELFARE UNIT “ 42” re-use address labels. 


here illustrate mhi - T Here is yet another way in which the user of 

— L d) * eae Perihel ULTRA the Postal Franker helps the Post Office, His 

OLET Generators (of the mercury vapour Franked Men fpes not make the troùblesome 

x TR 3 journey via the pillar box: it goes direct to the 

type) and two INFRA RED (black body Post Office, saving transport and often catching 
elements of about 600 watts loading each). an earlier mail as a result. 


It is the IDEAL Sunray Unit for group The Postal Franker simplifies, safe- 


A guards and speeds the whole operation 
treatment and is easily adaptable for either of posting letters and parcels. War- 


standing, sitting, or lying down positions and time conditions are daily proving what 
also for localised treatment. wie shall be happy to demonstrate to 
A - new users when peace returns. 
As specialists and manufacturers, we ? it 

supply units for Industrial Works, Welfare OS 

Centres, Hospitals, Service Health Centres, “ Post early in the day.” 

etc. Table models for private use are also 

supplied, Full particulars and Illustrated 

Booklets of Perihel Sunray Appliances will 

be gladly sent on request. (1d. post free.) 


PERIHEL LTD. 


_ (DEPT. B.), 


_YIEWSLEY, MIDDLESEX. | 1/7 CANONBURY STREET, LONDON, N.i 
` | Telephone—WEST DRAYTON 2740. Tel.: CLissold 3613/5 





POSTAL FRANKERS 


timigvsredad 











PRODUCTION 


a eV OURSELF 






Specialists in 
CHANGE-OVER SCHEMES 
EMERGENCY PRODUCTION 

SHOP PLANNING 
JIC & TOOL EXPERTS 


Record of Fine 
Achievements behind us 


INDUSTRIAL DESIGNS L 


EAST STREET - WOLVERHAMPTON 


TELEPHONE — 25323 
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CANTEENS 
FACTORIES 
OFFICES, ETC. 


ETC. 


We will gladly send an 
expert to discuss your 
canteen, factory, or office 
flooring problem ... any- 
where.,. Neng No 
obligation. lease write 


f 


The Great Metropolitan Flooring CL” 
73 Kinnerton St SWI. Sloane 004717 


an 
to:— 
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The lever-arch filing system 
provides for quick reference © 
by many people. A busy # 
day at Murphy Radio Ltd. 
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~~ A.B.C. OF FILING 


(Continued from page 25) 


The alternatives are: to file 
under either the name of the 
borough or “ London.” If the 
latter is adopted, care must be 
taken that a separate folder for 
each borough or suburb with 
clear sub-divisions is provided. 

For example: the U.D.C. of 
Coulsdon and the R.D.C. of 
Coulsdon and Purley appear to 
concern practically the same 
place, whereas actually the 
address of the latter is miles 
away. Careful attention is 
needed to prevent correspond- 
ence for Coulsdon being filed 
in the Coulsdon and Purley 
folder, 

Filing clerks are easily con- 
fused over such similar names 
as: Sutton Surrey; Sutton 
Coldfeld; and Sutton Valance. 

We recently came across a 
case where a filing clerk had 
caused much confusion by 
mixing the correspondence 
from two places. 

An agent at Brixham asked 
why several recent orders with 
cash were not acknowledged. 
A hunt through his file drew 
a blank and an acrid corre- 
spondence ensued. The matter 
was cleared up quite by acci- 
dent; the clerk had occasion to 
go to the Brixton, London, file. 
In this she. found the missing 
letters from Brixham, 

The filing clerk who neglects 
her cross references entries 
soon becomes involved in hours 
of vain searching. 

As few filing clerks have a 
perfect knowledge of the geo- 
graphy of Great Britain, geo- 
graphical aids are essential; a 
commercial map plus a com- 
plete list of every locality, 
county. city, borough, urban 
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district, rural district and im- 
portant suburbs, arranged 
alphabetically, should occupy a 
prominent position, 

Clearing the files for storage 
must be done on a definite date, 
so that the store file shows the 
dates in correct sequence, By 
confining it to a given period it 
helps reference work: 

Some correspondence and 
material present special filing 
difficulties, 


Filing Catalogues and 
Price Lists 


The filing of trade lists of 


d 


this type deserves special at- = 


tention to-day, while so few 
new ones are being issued. 
We have seen two principles 
in use : 
(a) The library method, 
where all copies are 
stacked as books. 


(b) The vertical filing ` 
method, 
Method “A” is preferred 


where the collection consists of 
book catalogues, whereas 
method “B” is more suitable 
for price lists of but a few 
leaves. 

Care should be taken in filing 
to classify for quick reference. 

This can be done by the 
alphabetical or alpha-numerical 
methods. The classification 
may be based upon the trades, 
materials or firms, 

The issue of copies to exe- 
cutives needs to be carefully 
watched to see that they are 
returned in fair condition 
within a given period. All 
copies are numbered on arrival 
and they are then filed in 
n x 
Two small card indexes are 
kept. Under the first, the copies 
are catalogued alphabetically 


(Turn to page 63) 
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One Machine Does Work of Two 
Continuous Form Billing in addition to regular typing 
Your typewriter actually does the work of two machines 
when used with “ Fanfold " Continuous Form Adapter, 
because the many time and money-saving methods of 
the Continuous Form Billing Machine are added to all 
the advantages of regular typing. 

“ Fanfold ” Continuous Forms typed over our Attach- 
ment effect savings in Billing time and costs, ranging 
from 17% to 78%, without affecting the operation of 
the typewriter for regular correspondence and other 
purposes. 

“& Fanfold * Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of 
construction and operation, there is nothing to get out 
of order. 





Teact ween 


NORTH CIRCULAR ROAD, LONDON, N.W.2 
Telephone: GLAdstone 5477 (3lines) 


Instruction and 


ameplate 
Labels 






we TRAPINEX 
ae. Paint TRANSFERS 


: If your production is held up for-metal or 

Brilliant other nameplates and instruction labels, 

effect TRAPINEX Paint TRANSFERS will solve 

your problem speedily and effectively. Pro- 

EOE duced in durable paint in slide-off and 

other types in any size or colours, 

Lasting Trapinex Paint Transfers can be applied 

aheri: quicker than —* Mbels and give 

asting service, Equally effective on 

service metal, glass, plastics or any smooth 
surface. 

Send us specimens or details of your 

requirements, quantities, eto., and we will 


Any size 


or colour TRAPEINEX LTD. 


8 Commerce Works, 43 Commerce Rd. N.22 
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CONTROL 
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MACHINING 


THE INTERNATIONAL 
TICKETOGRAPH SYSTEM OF 
PRODUCTION, PROGRESS 


AND PAYROLL CONTROL 


is fully described in the 
Booklet T334,9 which will be 
sent to you free on request 


The Ticketograph System maintains operation 
costs already fixed in advance, and shows the 


position of jobs at each stage in production 
= Write, telephone or call 


> 2 
INTERNATIONAL TIME RECORDING CO. LTD. 
112 Strand, W.C.2. TEMple Bar 5841 


KOLOK offer... 
“RISPULA” 





the Ideal Re-spooling Machines 


Substitute Cores area messy irritating business and 
a waste of time both to Dealers and Users. The 
“ RISPULA"’’ has been designed to save this Time 
and Trouble! Any office junior can rewind the 
Ribbon from cores to original spools in a matter 
of seconds. J 

This neat and compact machine has Simplicity 
as its Keynote, occupying a desk space of only 
Btin. by Sin. 





DISTRIBUTED THROUGH THE TRADE ONLY 


Enquiries to 
KOLOK MANUFACTURING Co, Ltd., Tottenham, N.17 
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THE MIDLAND EMPLOYERS’ MUTUAL ASSURANCE 
Ltd. has the largest Nett Workmen's Compensation 
Income of any Company Underwriting this class of 
business in Great Britain. They cover millions of 
Factory Workers, and their unique system and special- 
ised knowledge, developed over a period of 40 years, 
enables them to get injured workers back on the job 
with a minimum loss of time. Hence, millions of 
working hours have been saved this year alone. 


This specialised system ensures that:— 


1. The injured worker returns to work more quickly. 
2. He is contented and free from anxiety 
because he receives 

1. Immediate Medical Attention and 

2. Prompt payment of Compensation, 
The employer, by insuring with the ‘‘ Midland Employers,” obtains full 
cover under the various Workmen's Compensation Acts and at Common 
Law at a MINIMUM of COST, because the expense ratio of the Company 
is only 13% as compared with the 30% in the case of many other 


Companies, It will be to your advantage to apply for rates of Premium 
and full particulars to— 


Midiand Employers’ 


MUTUAL ASSURANCE LIMITED 


Head Office: Waterloo Street, Birmingham, 2. 


Branches at—London, Bedford, Belfast, Brighton, Bristol, Chelmsford, 

Exeter, Glasgow, Gloucester, Hanley, Hull, Ipswich, Leeds, Leicester, 

L'pool, Maidstone, Manchester, Newcastle, Newport (Mon.), Not’ham, 
Reading, Scunthorpe, Sheffield, Southampton, Swansea, Truro. 


General Manager: Allan §. Barnfield, O.B.E. 
PREMIUM INCOME EXCEEDS £2,350,000, 
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Prevent Thefts and Frauds 
(Continued from page 30) 


9. No one should be per- 
mitted to take the wages of 
an absentee, unless specially 
authorised in writing, 

The most important point to 
note is that the wages sheets 
should pass through as many 
hands as practicable. 

It is advisable that monthly 
salaries should be paid direct 
into the recipient's banking 
account, 

Instances have come to light 
of inclusions of fictitious 
names on wages sheets. But 
this is only possible where the 
preparation of the sheet: and 
the payment of wages is in the 
hands of one person or on rare 
occasions, when collusion be- 
tween two people has become 
possible. 


A Consultant Panel 
(Continued from page 26) 





happens, Most of the modern 
administrative equipment now 


| in use has simply been deve- 


loped from the experiments of 
one or two advanced firms who 
had worked out their own 
practical methods of visualising 
and otherwise simplifying 
control. 

To a large extent, the office 
equipment industry passes on 
experience of the consulting 
engineers and of production 
chiefs for the benefit of entire 
industries. 

The office equipment industry 


sees purchasing, production 


and assembly as a series of 


| processes in which kinks are 
| apt to occur. Its methods are 


designed to smooth them out. 





you can do it better in a 





WHATEVER THE JOB... 


* 


SUPERCRAFT UTILITY OVERALL 


Rigmel Shrunk material, smartly cut to a good design, 
Plus the Maximum Coupon-Life ever— | 
That’s the STYLE and QUALITY to buy. 


SUPERCRAFT of OLDHAM Bo 


MAKERS OF GOOD OVERALLS WrigleyStreet 





OLDHAM 
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under the maker’s name, with iE 
cross references on both sets _ 
of cards, - By this means. the | 






be found readily 
: í the firm’s name or the 
product. D 

Each card bears the name of 
“the product, the maker and the 


c emumber, As soon as you have 4 
_ found the ran you ob go. | 
ada | small Bantam Flat Bed Model: to le 
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ie trade and tech-. 
orm a strong 


: ipliance has yet been 
to produce mor perfect. Duplicating t 
Duplicating applianc : . 
For nearly 50 years ‘the resou 
personnel.of the entire Compa 
| development of Duplicating eq 
` to-day nothing more efficient is 
of Duplicating Machines range at. 
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LLAMS M.10. . 
Automatic Electric Rotary. 


Employee Manuals 
(Continued from page 28) 
most factory medical svie for so 
are a matter: for pride, there Char 


appears to be» over- modesty. leave 


here, as not one is. illustrated. ploy 
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4 | has been 
— develop pdo ate 
It consumes from 6 to 18 ibs. 
of coke per hour, depending on 
the heat eutput required, The 
| electrical consumption. is about 
3 units in 12 hours. 
a. Fearn 8 new 
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London's Largest Holders, 
: TIME RECORDERS 


co FOR LANGUAGES * 
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gale, exe eptiona: 



















“Piling Cabinet, wood, 


“gap, £5. — Groves, 38 Roseberry ` 


“much, l 
than 1S 


{| just. above floor—where it 

His wanted. The unit has all 

H the ‘constructional advantages 

= of a: we ‘ _ Tange at 
i at ove : 


SATE 2 a line {average 6 words to. f 
4 Minimum 3 lines costing 7/6; } 
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— for 1. 
— with order for single insertion, E 
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pee d-perfect and word. 

pe hare able to begin | SACKS — 

* lki: tg and. ‘writing fluently, "fachs apd Bags forall p — Jeb ; 
Tours German, Spanish : Braydon, Ltd., 32 Aylmer Parade, N. “3 
— Telephono: MOUntview ~ 


“Staff Time Checking and Job Costing if 
Tire Recorders fall makes) far quick: 
condition. ` | 


| make ed binder. can be > aupzlied. 


|| Gf our looseleaf specialities. are stil! 
| obtainabie. 


4 drawers, fools- } 






| useful 
eineers’ anda 
factory ang. -ofice “notices, 
charts, commercial showcards 
and similar jobs. Arm unskilled 
worker can _ readily: Ja 
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to gt mov ved along the straigh 
edge without smudging - the 
work in progress, A wid 
range of type is included. Th 
stencil is supplied in one Jengt! 
which comprises the alphabet 
Figures are inc! a; ae 
separate stencil, 


OIL STAMP PAD 
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the oil ink stamp — has come 
to take its place forth ae 
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i Sead this. coupon for 26-p. } Write, “ Betarcol.’ Box 34%, e/a | 
{T Book and Week's Free Trial } _ Business, Whitefriars Honse, Tallis | 
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7 a 9 EWRITERS TED, keyboard | 4 
`p or portable machines, any condition | 
} | Bend make, serial nnmber and conve. | 
3 nient time to inspect.—Fisher Type oe. 
t < : writing School, Ba Hythe Street, f. 
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A dept. RAO, Linguaphone House, | —— 
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FOR Any STYLE... 


of CARBON COPY 
BOOKS or FORMS 


it's LAMSON PARAGON 


PRINTERS) 


(BRITAIN'S BIGGEST FORM 





JYarness the maximum power of 
Carbon-paper to your 


PRODUCTION EFFORT 
. by using only 5 
LAMSON PARAGON Carbon Copy PRODUCTIONS 


[rsa one to Lamson Paragon whether 
you need Precision Forms for Tabu- 
lating machines; continuous Fanfold 
or Interfold Forms for Billing machines 
or Typewriters ; Pack Forms for Auto- 
graphic Registers ; Unit Sets with or 
without ready-interleaved carbon ; 
ready carbonized forms or simple 
carbon-copy docket books. 

in every kind of numerical carbon-copy 
Business Forms LAMSON PARAGON 
provide the BEST — the most skilfully 
planned, the most serviceable product 
you can buy — in books, pads, sets or 
continuous lengths. 


A MS ON 


THE CARBON COPY FORM SPECIALISTS 





PARAGON 


LAMSON PARAGON SUPPLY CO &TD ` 
* PARA 






“A Ministry of 
GON WORKS, LONDON El6 
VUEENS HOUSE, 28 KINGSWAY WC2 - BRANCH OFFICES 
IN BIRMINGHAM ° BRISTOL * GLASGOW _' LEEDS 
-LIVERPOOL * 
gg hy 


Co-ordination 


TAS/LP 97 


Efficiency 
at your 


finger-tips 





A finger-tip touch on a tiny lever 
and you are ready to communicate 
your thoughts on any subject, to 
anyone in the world! 


No business labour-saving device is so amas 
ingly simple and convenient as the Dictaphon# 


You talk to your dictating machine just as 

it were your human secretary. Tell it every 
thing you would tell her—what letters to writ 
what instructions to give, your plans for perhap 
six months ahead, all your memoranda and goc 
ideas. It will never misunderstand, never mab 


a mistake, never forget, It wont grow tired s 


zZ 
> 
z 
2 


grumble at long hours and evertime working. 


Best of all, it is always instantly at yo 
service, You banish the waits and delays « 
the shorthand system of dictation. You do th 
things you must do exactly when they oug 
to be done. 


Dictate to 
™Dictaphone 


teap wase 


The Dictaphone Co. Ltd. 


(Thomas Dixon, Managing Director). 


(Dept. H) Kingsway House, Kingsway, W.C. 
Telephone : HOLborn 4161 (5 lines), 


And at Manchester, Birmingham, Glasgow, Leow 
Liverpool, Bristol, Newcastle-on-Tyne, Dublin s 
Belfast, 


—— FILL IN AND POST THE COUPON NOW- - 


The Dictaphone Co. Ltd, (Dept. H), 
Kingsway House, london, W.C.2. 


Piease send full aetails of the Dictaphone Methodi 


Pree eee ——— — ————— ——— —— ————ee— ——e—e——⸗ 
SPECT HET α ——— Pa 


TITTIE 


— 24422⸗ 
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PRIMUS 


CONTINUOUS STATIONERY 





z E ee ate 






NVOICES GOODS RECEIVED NOTES 


ELIVERY NOTES PURCHASE ORDERS 


ELEASE -NOTES WORKS ORDERS 


EQUISITIONS JOB TICKETS, 


ETC. 


HESE are routine office duties which, unless tackled efficiently, wilk 
sabotage your efforts to keep ahead of schedule — they are vitally 
necessary. Invoicing, Goods Received Notes, Works Orders, Purchase 

cders, etc, these are your necessities. Yet producing them without a plan 
eans loss of time; means, too, that extra hours and extra energy will have 
be devoted to them at the expense of other more important matters. Get 
em done quicker—get them handled by Primus Continuous Stationery and 
»u’ve scored a victory over old-fashioned methods. 





For HAND-WRITTEN RECORDS, the Primus Register used in conjunction 
elephone : with Continuous Stationery ensures the same speedy, smooth 
OP 0204 | operation, while a copy automatically locked in the 
105 - 0206 machine provides your auditor with a check 
on each transaction. 





ARTER-DAVIS LIMITED 
VEEN ELIZABETH STREET, LONDON, S.E.1 
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STEEL EQUIPMENT SOLVES 
ALL INDUSTRIAL STORAGE 


PROBLEMS 


~ 


Over a century’s experience >> 
of sound construction is behind ss 
the making of Milners’ Office 2.°\ 
and Factory Steel Equipment. 





Milners’ technical experts will 
be pleased to advise on al! 
matters of storage equipment 
for industria! purposes. Write setting out your problems to. 





MILNERS SAFE COMPANY LTD., 21, HAMPSTEAD LANE, LONDON, WN. 


Telephone: MOUntview 6655 
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WHERE |S SHE NOW? 


Until a few weeks ago your invoice typist, she is now 
one of thousands in the Women’s Services. She typifies 
your problem—with depleted staff how can you main- 

tain your office routine? Simplest and most efficient 
method is to instal the Dupli-Typer and speed up the 
output of Invoices, Orders, Dockets, Delivery Notes 
and all other documents essential to the smooth 
flow of your business. Write to us for a demon- 





stration on your own typewriters. 


— 


Autocrapuic Business Forms LTD. 


19 SURREY STREET, STRAND, W.C.2 
Telephone : TEMple Bar 6767 


£ 


‘4 


Branches : 
BIRMINGHAM ‘MANCHESTER WOLVERHAMPTON 
Q CARDIFF LIVERPOOL LEEDS 
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At present, Dictograph equipment is 
reserved for firms substantially engaged 
on Government work. If you do not 
qualify for supply in this way, you can 
still be among the first to have the 
benefit when present restrictions are 
removed, and the demand is certain 
to be well ahead of supply. Let 
us record your name NOW upon our 
post-war priority list. Wartime proof of 
Dictograph advantages is going to mean 
SSiN progress for firms who profit 


| DIGTOGRAPH INTERNAL TELEPHONES 


>) Linking up the executives of the business, a 
GD Dictograph Internal Telephone installation is, so 

to speak, the nervous system which allows the 
brain to control the bady. Providing instant 
inter-communication, with priority for master 
stations, it obviates delays and the penalties too 
often involved, and encourages efficient, intimate, 








economical administration, 


DICTOGRAPH SOUND INSTALLATIONS 


W hen the last ‘alert’ and roof spotters’ warning 
has sounded, Dictograph Sound Installations will 
be able to fulfil without interruption their peace- 
time functions, The music they provide will be 
cheering and stimulating workers engaged in pro- 
ducing supplies for the homes of the people. 
Prompt staff location and mass address facilitiesare 
added advantages to be gaisced from these trouble- 
freeand economical DictographSound Installations. 


| DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster, S.W.1 (Abbey 5572/5/4) 


Works: sl tial Also at BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, LEEDS, MANCHESTER, 
NEWCASTLE, BELFAST, CARDIFF and HUDDERSFIELD 





Scicnetfie 





But what was the 
Wright Brothers’ 


Production 
Problem? 


Just this: to make one aireraft— 
only one—that would fly. 


Design — cost — lime... . all 
relatively unimportant. 


When an invention has been 
proved and improved there arrive 
ultimately the problems of pro- 
duection—in our time the master 
problems. These problems are 
solved by discovering what should 
be, what is, and what can be done 
in terms of factory inflow, 
throughflow and outflow. Kardex 
accomplishes these tasks simply, 
smoothly and with less clerical 
effort. 

* PRODUCTION CONTROL, by A. R. Jackson 
The above booklet presents an outline of produc- 
tion control problems and practical solutions. 
Sent on application for |/-post free to Dept, B.I 


Kardex systems are available only to essential 
industries. 


ar / VISIBLE CONTROL 
— SYSTEMS 
| 1 NEW OXFORD ST.. 
ee — LONDON, W.C.1 


Tel.: CHANCERY 6088 
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We make no apology for tantalising 
readers with the appetising spectacle 
illustrated. 


It is one of the many things to antici- 
pate—after the War—in the same way 
as ** particular ° folk look forward to 
a speedy restoration of the FULL 
“* CUMBERLAND ” range of pencils 
—the finest writing instruments 
the World. N 


Meanwhile although “ Cumberlands ` 
like other pencils—wear utility ** uni- 
form ” they all hold the highest rank, 
in active service. 

Scrutinise the pencil you buy—and 
for the BEST of reasons remember 
CUMBERLAND for pencils. 


After the War, *“ Pedigree ° Copying, 
“ Kings Own” Drawing, “* fell,” 


“Scripto’’ and “Derwent” Coloured 
pencils will return, 


UMBERLAND 
YENCILS 










MADE AT KESWICK — 
"THE BIRTHPLACE OF PENCILS" 


Sales and Enquiries to: BRITISH PENS LTD., 
BEARWOOD ROAD. BIRMINGHAM. 
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THREE IN ONE 
WAGES SYSTEM 





~ 


EMPLOYEES 
PAY SLIP 





The Twinlock Wac cs Sy Stem enables the Pay Clerk 
to compile at one Handwriting by means of carbor 
duplicates——Three essential records 


i. The Personal Record—shows a: 
glance a complete analysis of the net 
amount due and a record of Income Tay 
deductions. 


2. The Wages Book compiled at thi 
same handwriting. The forms as com 
pleted are placed in a Loose Leal 
Binder and form a permanent Wage 


Book. 


3. The Employees’ Pay Stips—compiled 
at the same handwriting, These are an 
exact facsimile, 1 and 2 show how the 
money in the envelope is made up 


Let us send y ou a Sample set of forms so tł 
you may investigate this efficient syster 


PERCY JONES ( Zidinlock ) LTD. 37 CHANCERY LANE. LONDON. W.C2 LPA tein 





Wages 


Stores © 


Every detail 


èe Costs 
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® Production ¢ Progress 


at your finger tips 


Every kind of essential office and 
factory Record and Account is pro- 
vided for by M.M.M. 


Numerous standard LOOSE LEAF 


FORMS are ready for use in handy 


BINDERS, which 


Records, placing every detail of your 


business at your finger tips 


self-index the 


A unique service is offered to those 
on war production who seek efficient 
equipment for use with accounting 


and reproducing machines., 


Let M. M. M. help you to reduce your 
clerical work. Write to us now about 
your record-keeping problems, with- 
out obligation, 


MOORE’S MODERN METHODS, L"™: 


19/21 FARRINGDON STREET, LONDON, E.C.4 





Branches : 
BIRMINGHAM - 


EDINBURGH - GLASGOW - MANCHESTER 










RUBERY OWEN 


TEEL EQUIPMENT 


FOR OFFICES AND WORKS 
STee/ SHELVING IS MANUFACTURED BY 


RUBERY OWEN IN OPEN TYPE AND CLOSED 
TYPE AND SUPPLIED COMPLETELY ADJUSTABLE 
AND INTER- 
CHANGEABLE. IT 
IS IDEAL FOR 
OFFICES, WORKS 
AND STORES AND, 
STOVE ENAM- 
ELLED OLIVE 
GREEN, IS AS 
ELEGANT AS IT 
IS EFFICIENT. 

FULL PARTICULARS FROM 


RUBBERY - OQWEN or: 












STEEL PLAN 


Type 18 SE/CT FILING CABINET 





l OL manager of a factory 
. ap should Know about 


“a new and dmexpensive way 
ire more. and better work, and a 
ite saving in light and fuel. 


MORE LIGHT THROUGH 

REFLECTION. = 

NOWCEJ 
nereases actual light through its 


reflective properties. Workers 
ee. better at their machines or 


, > when applied to walls 
d ceilings, and where possible to | 


i 


and donot suffer from fatigue 


y imperfect. li y ating. 


atid Broken White —* aly 
a brush in the ordinary 


bility. It is waterproof an 
hygienic—it does not Hz 
can be washed and eve 


ECONOMY. — 

r ib. of “SNO 
coats to a sup rhet 
mately 3-4 80; 


| airtight metal o contain 

i _ |. prices: as 
\BLE, WASHABLE SURFACE. i 5 — 112 ibs, S6j-._s6ibs. 

OWCEM — supplied in White i- ; ; 


ibe j tal 


deliver y is assured. You are invited 1 to write fo 


J stamp). 
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To control Vital Output 


In the control of to-day’s vastly increased army of workers 
Wilkes Industrial Printing plays its part well. 


Time Cards for clocking workers in and out ofthe factory, 
Job Costing Cards for recording time spent on individual 
jobs, Piece Work Cards for payment by results, are only a 
few of the applications of Wilkes products, 


There are many others: Production Records, Planning 
Schedules, Stock Control forms all made to your individual 
needs, together with the hundred and one items of industria! 
printing needed in the accurate control of to-day’s work. 


Your enquiries and orders for essential 
needs will be welcomed. 


illustrated are typ- 
ical Time Cards 
and Job Costing 


Cards specially 


tomo Commercial & Industrial Printers 
MOXLEY ROAD WORKS, BILSTON 





LONDON, BIRMINGHAM, MANCHESTER Les LEICESTER 














BTH LIGHT-CONDITIONING 
seHELPS PRODUCTION 

It does this by curing the lighting defects which, in many 

factories, prevent clear and accurate vision, and thus reduce 

the speed of working. BTH Light-Conditioning is not based 

on a general cure-all prescription but on the careful investi- 

gation of each manufacturing operation, and the selection and 


arrangement of units, if need be specially designed, to meet the 
visual requirements of the individual operative. 





Shadows—Every worker 
knows the problem of 
“standing in his own 
tight." The complete 
cure is adequate general 


A common defect and its remedy are shown 
in the illustrations. Let BTH Lighting 
Engineers help you to plan efficient lighting 


fighting. for production and welfare == 


MAZDA Lamps 


with MAZDALUX Equipment 


BTH for all Electrical Plant and Equipment 


THE -BRITISH THOMSON-HOUSTON CO., LTD., CROWN HOUSE, ALDWYCH 
LONDON, W.C.2 


SAVE ELECTRICITY—by all means 
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HOP sales for January 
show a definite change in 
trend. There is a fall of 6.5 
in even the cash value of sales 
over the whole country. And 
this fall in cash value is ex- 
tremely evenly spread over the 
whole country; the only excep- 
tions are the London markets. 
In the West End, sales fell by 
12.7 per cent, Obviously a re- 
flection of the importance of 
‘the January sales in London. 

In the London suburbs, on 
the contrary, the fall was only 
1.8 per cent—evidence of the 
īncrease in population due to 
absence of blitzes. 

The fall in total sales value 
as entirely due to non-food 
sales, which are down by 17 
per cent from even the average 
of the previous twelve months. 
Compared with December, 
there is a fall of 30 per cent, 
purely due to the reduced sales 
of toys and fancy goods after 
‘Christmas. 

The level of shop sales con- 
tinues to move quite differently 
from before the war. January 
sales no longer affect the index 
for that month. At 71 the level 
of sales was 10 per cent below 
the average sales for the pre- 
vious ten months. 

It is significant that the sale 
of household goods failed to 
hold up in the North-East 
aalone—evidence of the continu- 
ous activity in that area, 

The fall of 25 per cent in the 
West End of London is more 
alifficult to explain, but prob- 
ably difficult transport is the 
Teason. 


RESSURE of war on the 
national economy in- 
reases rapidly, More young 
people are being combed out 
of industry; older people are 
being moved here and there. 
Nottingham’s clothing industry, 


HUSINESS (incorporating 


tosiness,” “System,” “ Business Organisation and Management "’). 
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TREND OF BUSINESS _ 


A Job for the Exporter 


By 
CECIL CHISHOLM 


means fewer 


iL 
No. 4: 
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the entire pram and glove in- 
dustries, as well as the Luton 
hat industry, are all being con- 
centrated in quick time. Banks, 
insurance utilities are losing 
more staffs to the Services. 
And pressure to be intensified 
as the tension of war increases. 

All this means yet more out- 
put from the same machines, 
therefore yet greater strain on 
management. But it also 
goods, fewer 
services and more money to 
buy what are left, Naturally, 
a few newspapers and M.P.s 
are shouting for protection 
against inflation. 

They forget that we are 
financing one-half of the war 
out of taxation; another 
quarter we are borrowing from 
savings, 
one-third of our expenditure 
was paid for from taxation, 

Money is cheaper, too; war 
loans cost but half. 

The danger of inflation is 
after the war, not in the imme- 
diate future, Its most probable 
starting - point is Central 
Europe or America, not Great 
Britam, And the escape can 
only be through some form of 
international monetary control. 


© far it has been baldly and 
incompetently stated, The 
Ministries are still unaware of 
their obligations to industry. 
As a result, the American Gov- 
ernment is encouraging its 
manufacturers to maintain 
their goodwill by advertising 
all over the world. 

Our own Government is still 
frowning on all British good- 
will publicity abroad. How long 
will it take the export trades 
to get into action, to set up the 
necessary Public Relations 
organisation, to deal with Gov- 


ernment at home, to foster 
publicity abroad? 
“The Magazine of Commerce," “` Modern 


Pub- 


ished by Business Publications Ltd., Whitefriars Honse, Tallis Street, 


London, E.C.4, 


Telephone: Central 9891. 


Subscription Rates; 20/- a year 


post free in the United Kingdom; 25/- a year post free in the Dominions 


siul Overseas, 


2 


In the last war only ` 


We can help 
YOU 


TRAINING IN FOREMANSHIP 
AND MANAGEMENT 


! By James J, Gillespie. Written by a 
| well-known engineering vonsul_ant anr! 
| writer on works efficiency. It is # 
fourth edition to which the sutho: 
has added a chapter om Setemtiic 
| Thinking, =s, nd. net. 


INTRODUCTION TO 
BUSINESS MANAGEMENT 


By Edward Brown, F.C.1.8, A boo 
for the man who is called upon & 
organise ami control the commercia 
side of a medium-sized industris 
roncern. 


FACTORY ADMINISTRATION 
IN PRACTICE 


By W. J. Hiseo. and Jolin R, Price 
A.A. ete. As a practibal work of 
reference, this book makes n strony 
appeal to all factory workers, whether 
they be works managers or depart 
mental foremen. Fifth edition. =s. 6¢ 
net. 


| Sir Isaac Pitman & Sons Ltd.. 
89 Parker St.. Kingsway, W.C.2 


PITMAN?’S 


VEF 


iv BUSINESS far 
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SOLVED! 
THE PROBLEM OF REPLACING A CALLED-UP TYPIST 


by ` 
the installation of an EGRY SPEED-FEED Typewriter Attachment and the 
use of Continuous Stationery. This eliminates the handling of carbons and 
enables the typist to concentrate on actual typing and thus can effect as 
much as a 50% saving in time. It is particularly suitable for Purchase 
Orders, Invoices, Goods Inwards Reports, Release Notes, Works Orders, 
etc,, where a number of departmental copies are required. | 


EGRY 


The EGRY SPEED-FEED can be fitted to any standard 
make of typewriter. It is entirely automatic in operation 
and can be attached and detached in a matter of seconds. 


Find out all about this time and labour-saver now—let us forward full details. 


EGRY - WARPLE WAY - ACTON - LONDON, W.3 


LIMITED Telephone : Shepherds Bush 3377 (3 lines), Telegrams: Egrycompak, Ealux, Londor 
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of the 


operator, 


Wiais ciao a Eland: Operated 


Machine with Automatic Feed. 


Send for particulars. 
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INTERNATIONAL COIN COUNTING MACHINE COMPANY LIMITED 


COLLEGE ROAD è CHESHUNT @ HERTS: 


Telephone : WALTHAM CROSS 3241/2 
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Ibbetson, A, & Oo, 


_ SOUND EQUIPMENT 


Dictograph Telephones 
STEEL STORAGE 
Constructors Ltd. 
Fisher & Ludlow Ltd. 
Kemclo Hardware Co 
Milner’s Safe Co. Lid 
Rubery Owen & Co, Ltd 
Sankey-Sheldon Ltd. Cover 
TELEPHONES & ACCES. 
SORIES 
Dictograph Te'cphones Lid 
TIME RECORDERS 
Giedhil-Brook Time Re 
corders Ltd. Cover 
International Time Re. 
cording Go. Ltd, . 
Magneta Time Co. Ltd 
seen Recorders Ltd. .. 
WRITERS & ACSE 
SORIES * 
UOltrex Ltd. 
Standard Office Su pplie 
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. Cover 
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VISIBLE RECORD 
SYSTEMS 
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EASY, if you are an Overall — you simply 


Isay— 


‘SUPERCRAFT 


RECOGNISED c«VERYWH:RE AS THE STYLE AND QUALITY TO BUY 


The Dictionary gives UTILITY as— 
“ Production of good, profitableness to some valuable end,” 
but it's simpler to say SUPERCRAFT, and be certain 


SUPERCRAFT of OLDHAM 


MAKERS OF 





GOOD 


OVERALLS 


SUPERCRAFT 
(Garments) 
LTD. 
Wrigley Stree 
OI DHAM 


U BUSINESS for 





Until the 
ntt En @ @ @ Put any label you like on 
your cabin trunk, book a passage to where you will... the world is your 


oyster, all peoples are at peace. Until then, even to travel fifty miles 
unnecessarily is a hindrance to the war effort. Your Ford car too, 
must remain shrouded in the garage. Unless, of course, you are busily 
engaged on essential work —in which case the Ford Facilities can assist 
you, and the National effort, by helping keep your car running both 
economically and efficiently. But those of us who must sacrifice both 
travel and car are wise enough to realise that to defeat the totalitarian 
nations we, too, must make a total effort. Peace will come the quicker for it. 


FORD MOTOR COMPANY LIMITED, DAGENHAM, ESSEX. LONDON SHOWROOMS 88, REGENT STREET, W.! 
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PRODUCTION 


MANAGEMENT 


PERSONNEL 


We Must Plan NOW to Win 


Post-War 


-© Markets 


says W. D. BARRETT 
(Director and Manager of Smith's 


English Clocks Ltd.) 


We are late, but not too 


late, 


in starting 


Post-War Planning, says 
Mr. Barrett, chairman 
of his industry’s Export 
America 
is ahead of us, and more 


work 


Group. Bui 
co-operative 
needed, 


j aera are two schools of 
thought in regard to 


yost-war planning. One says 
‘Win the war first ": the 
ther maintains that, “In the 


nidst of war one must prepare 
‘or peace, as an unplanned 
veace could be just as disas- 
rous as an unplanned war.” I 
wild the latter view, and 
strongly, 

It is surely satisfactory that 
the much-maligned big indus- 
rialist, who really has done so 
nuch in the past to further the 
velfare of the country, is at 
he present moment applying 
iis mind most seriously- to the 
ubject of post-war problems. 

For example, the 120 indus- 
rialists who published “A 
National Policy for Industry” 
ictually advocated before the 
3everidge Report the social 
ecurity measures which he 
yroposes. They went so far as 
o say that they wish the mea- 
ures to be a first charge on 
ndustry and do not even sug- 
rest that the employee should 
ontribute directly to the cost. 

They and other industrialists, 
towever, have not been consid- 
ring social security schemes 
or political reasons, but be- 
ause they feel the stage has 


our 


is 


been reached when- industry 
should voice its opinion that 
the measures advocated are 
opportune for introduction, Of 
necessity, of course, they have 
had to consider how they could 
be paid for without our head- 
ing for national bankruptcy and 
the utter disillusionment of our 
people. 

At every possible moment, 
therefore, serious industrialists 
are working out plans for the 
post-war development of their 
businesses with a view to 
maintaining in employment all 
those employed to-day and 
giving employment to men and 
women who will be demobilised 
from the Armed Forces and 
the various Civil Defence 
Services. 

These men are exceedingly 
busy in doing their share to 
aid the winning of the war 
and, consequently, cannot 
devote all the time they would 
like to the important matter of 
post-war planning. Therefore, 
to have before them a guide 
such as the excellent American 
“Plan ‘A’ for Post-war Plan- 
ning” and “Post-war Questions 
Worth Asking Now,” ts of im- 
mense value, and the Editor of 
Bustwess has rendered a very 





nauenal service in 


important 
publishing details of these two 


documents. They are questions 
which every business manage 
ment must ask itself. Dealt 
with in detail, they will hel: 
considerably the internal prob 
lem of the individual business 
And these problems must be 
dealt with in the general a: 
well as tn the private interest. 


Our Overseas Capital 


Might be Lost 


Merely to maintain our pre 
war standard of living, wi 
should have to import to th 
tune of £000 million for 8 or o 
years. Immediately prior to the 
war we had an actual adverse 
trade balance, when our foreign 
investments were yielding 
round about £200 million per 
year. Most of this oversea 
capital will be lost during the 
war unless we are able to in 
crease our actual exports by the 
amount of our lost investment 
income, and still more in ordet 
to have the raw materials with 
which to feed our machines and 
thus to give the full employ 
ment for which we strive, we 
would be in a seriously difficuli 
position, 





MANAGE MENT 









" unpayable debt 
which, if allowed, 
inevitably result in 
a War No. 3. 

or ‘problem of funda- 
importance, which must 
ach nation, is that 
ut trade fluctua- 
















result in un- 
Here, again, 
ve been think- 


















may be aware, 
system of two 
— * Ordinary ” 
( eting standing 
ut. of current 
* Extraordinary ” 


“such emergency 
wuld be taken in 
‘on to fight un- 
stimulate 


5* 


rosperity, 
ity of a. period 


show a deficit. 
s one of many 
* 


| “Tt. is” the “duty of everyone “to 
: t carefully all the 
are being put for- 
ice their opinions 













‘and be deter- 
jn authority 


ite kn wledge and expe- 
rect our ship of 
e dificult seas 


de: aad thus place 


iding periodic de- ‘pave gone a step farther, 


They have seen the diffienlty- 


foreseen it can | 


yrivilezed to have the 


€ early visible, _ 


it has no official status, 








dividual business after the war, 
In fact, there has been a posi- 
tive deluge of national plans 
from many sources. 
Barrett cites some of the most 


important points m the best of | ; X 


them. 
But in America business men 


of the individual business, 
hard-pressed by war work, in 
getting down to post-war plans, 


Yet it is the individual business 
that must find jobs for men 


when they come back . 

So they. have set up a Com- 
mittee for Economic Develop- 
ment. at their own expense. 
This Committee, which is on a 
regional basis, has appointed a 


stat of economists for research 


work. It aims to help the in- 
dividual business prepare its 
long-range programme — for 
meeting the problems of pear 





Says Paul G. Hoffman, tt ai 101 
(also 


President 
“The 


Associations 


Studebaker’s) : most 


which commerce and industry 


can now do to assure returning 
soldiers and workers at present 
engaged in war industries that 
peace-time jobs will be avail- 
able is the least which must be 
done if enterprise and. labour 
are to enjoy a free society.” 
The men working 
the unemployment 
after the war. 


unemployment situation 
can be avoided only by step- 
ping up the post-war tempo of 
civilian production at a rate to 
keep pace w ith the release of 


LYE plaining the urgency. for 
7 8. -post-war planning on a national 
“scale, stresses the even more i 
vital necessity for getting to f| 
work now on plans for the in- | 


Mr. | 


products — = can ‘be 
| put into production? 


l provide for ` 


with | 


CED, are frankly afraid of 
problem |) 

They beleve f ‘ment in methods, 
that a paralysing and intoler- 


| able 
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ge that. ‘could 
e market imme- 
ends? 






* Pet: pred 
the. war, amd 
should we aband i 
























iment and alloca 
imoney for i such i 





provement? —” 
therefore,” have to do n now to 


| products: at tlo 


2: Hew — — it ake us 
to reconvert our E facili- 






| 3. “What — — in plant 
layout, if any, should 
‘made at the time of conver- 
sion to improve efficiency? _ 
4. What technical improve- 
developed in 
{war work, could. : od 
th 


munition workers and the de- . Hstane 


mobilisation of the 
Forces, 
How can this be done? 


planning production that. will 


dovetail into the nee 
desires of the po 
consumer. 


Armed. : 


By 








The CED. has been — {$ ne s! 
at work for nearly a year. flo 
Naturally it has contacted all f gy co 
the vital war departments. But | l By, court 




















2 new < or low 
éen developed 
time research 









antages do they 







eter mine what 
materials may 






er 









mpany | prepar- 
— to Duig 

















roper depreciation and obso- 


re we ‘investigating 






at our - 
api il prove ee 
4. What 










es of fa 
large toss if 
astically after 













we include - {n ali gi 


‘changes in selling methods 
apis may he necessary, asa. 
















esult-of probable changes in 
ts, products. consumer 
vabits, etc.? How far 
controls, like con- 
f industry, altered 


ring. the war 
usiness ane 


9¢ suitable for 
ie products? If- 


ich will have. 
domestic 


for 


st-war pe | 
Are we Raiding up. 


ers if estimates in- 
working 


— 


W kiy — or é okey. accounts se 
r that give us the bulk of our | 


business? 


5. What plans should we 
be using during the war to 


retain dealers’ goodwill? 


6, What plans should we 
be making, for use during the 











war, to keep our trade marks pr 


and . 
sumers and dealers, by adver- 
tising and other means? 

7. Toward what other 


functions should our adver- 
tising be directed during the 


war? 


8. Should we consider new 
ot different channels of dis- 
tribution for our “products? 
on our estimates of  ; 


Based 


post-war sales, how many 


salesmen shall we require, and 
where should they be located? 
g. Are we contacting the 


customers and industries from 


brand names before con- _ j 






















missal wage 
whom we a 














which we expect to obtain the we pla 


bulk of our post-war business 
to try to determine their re- 
quirements, stimulate them to 
include our products in their 
. planning? 

10. Are we making full use 
f market and marketing re- 
: search and analvsis in deter- 
“mining sales potentials, prob- 


do. — sales volumes, suitability — 



















of new products and policies? n k a 
: H. Should we consider şaf, 


installing a marketing 
search department to assist us 
with post-war problems? 

12. Are we as producers 
of the users’ plans of our 
products? 

13. Should we seek greater 
specialisation. in. selling and 
advertising, throneh decen- 
tralisine responsibility now 
carried bv top sales executives 


and giving more authority 


and responsibility, on par- 
ticular products and prob- 
lems, to individual members? 

14. To what extent are we 
maintaining the necessary 
contacts abroad (where pos- 


sible) and with Government to 


assure having the best avail- 
able information on dauestions 


concerning tariffs and foreign” 


trade policies? 


Personnel, 


1. Tf we plan to expand 
our labour force to make and 


re- 










of primary goods fully aware, facilities 



















cation o e 
planning, or 


such infe 
that one. he 
collecting — 


extent to 
enterprise system 
planning to produce hb 
employment ? : 




















“mean ex . j: 
facilities | and accommoda- 
tion? | 


Do old — look apon. ah 


f Business Survey ‘ 


* e up for our Ministry of Labour estimates g 
-shortage of that there are at the moment, 
He: easing our approximately 500,000 women their si colleagues 
d Mr , H. in part- -time employment. The o favour? — z 

of Labour has clearly  &, We have no con 
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man-power 


proT y; 




































power i ; on — stated its intention. These re- part timers wishing “to ae 
6th. * That nly - done serves are now to be directed | leave, How can laboür, be 
making use of the. to work, fixed? 3 





> In a survey of the subject —— Mp teens : 
ature we have to last month we dealt with some — ob gation follow 
art-time work. part-time problems, In the Math = ney ep ii 
“dwindling, light of the new urgency we Mothers’ shi E 
refore, more have continued our investi- — 
pon the manaa gation. — An Inadequate. 
women with We found seven points which 
E ene. who could be regarded as common Sup P ly Raises Diffics j 
ful aay to all concerns taking on part- eee 
i -figures on the time employees, They were: 


ni 


























— primary difficulty to-da; 
TNE is finding an adequate la our. 
ghtening, There i, How to find labour. Where supply. Doubtless. the position 


000,000 women | 
— 84 million do we find the workers? is eased by the 
h to issue directi 


Loa of ap — to alleviate the pro- to enter part-t 
— vem of increased clerical But this. only 
| work, who have reg’ 
3. How to train the new re- Registration fo 

eriits. Whose duty shout{ Order, ie. thos 
r ourteen, : The it be? tween the ages of eigh 
forty-five. To tl 

children below the: 
; viag with theny a 


NAME —— — 
— 7 — fof 45 and upwards 


tions do. not apply. : A 
— There is scope Ta cultiva- 
=] tion in these categories. The ~: 
local press and privat e agencies ; 
fare doing an efficient job ‘in 
| this respect, Another: vavenue, 
wont | | often neglected, is the personal 
wont i T] recommendation. | 
Friends and neighbours sf a 
agree to work. to plan o 
mutual — to then 
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oge and. Reason aE k ‘ i — * 
aged, tae Th ae 
Deyin 


King kasara J i 


prem, enna ie e vim A aana — 


Par Hat 
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aost anie qom 











ant LTD 





— employee ` | “for: “the same 

-{ shift. week after week, The. 
——' workers: themselves usually. — 
| agree to work w eek about, = 
2 Increased office work i 

P ersonal, documents — stamped in red facilitate ever present bogey. In A ie ae 
sae ` Part-time administration. a it has often pre deterrent. 


ee 









* hg 






ie adopt n of part-time 


in on — deod office 
P operara records 
nake-up of wages 
resent the great- 




















ced an 


ved in computing 
wages of such 
| „considerably 


part-ti PAER. are 
e half of each 
their clock cards 
during their “off 
as TA hours are 
question of overtime calcula- 
Hons does not bother the wages 
Appartment” 


impt the work the 
Manager of the Rheo- 























of marking with a 
tamp all documents 
aining to part-time em- 

s: Engagement forms, 
record: eards, clock cards and 
duction dockets bearing the 
bold red letters 
‘xtracted, either 
les or from the 
+k cards collected 
each half shift. 
“not only the 
rsonnel depart- 
: eost and 


` timers 













e. types of work most suc- 
--gessfully. done by part-timers 
are Gin the following order) : 


ay Assembly — especially 
eż- production line and 
iod is used. 
Werk—including 
ice records, filing 
ogress chasing. — 
chine Operation— 
ch work is purely of 











ad been antici- 


ed.to thirty per week, the 


mpany adopted the workers. 





repetitive ñ natin In this case 
alternative part-time shifts 
relieve each other. | 


All types of work, whether 
clerical or operative, where 
continuity is essential, are quite 
unsuited to part-time schemes. 
It is sufficiently obvious that the 


overlap in complicated work is 


too difficult, In other words, 











‘How | ; d 
time worke $ 
Who is to 

æ clerical work? 

simplified? 


Who shall train 
recruits? a 


it is useless to expect part- yy ry. 
-time worker A to stay at her 


machine or her desk for half- 
an-hour or an hour while she 
explains the precise point she 
is at, the snags she has dealt 
with, and the difficulties 


relief, part-time worker B 


The Training Shop Makes 
Agreeable Introduction 


There is one way out, how- 
ever, 


A few firms, driven ta 


ifi- . x fii 4 
voived in the process to her 


use part-time workers at all —— 


problem by 
visory staff. In this the capable 


charge-hand or skilled worker le 
is to act as the liaison between h 


the morning and the afternoon 
In too many cases 
this means that he actually does 
a good deal of the work, par- 
ticularly in machine processes, 


Where a firm: provided a 
training shop for its workers 
early im the war, it is nor- 


mally found that there is now b 


space in it to accommodate 
part- -time workers who are 
going into machine shops. This 
serves a double purpose in in- 
troducing the new worker to 
the hurly-burly of factory life 
_- ynaccustomed noise, dirt, 
grease and constant interrup- 
tion, At the same time, it gives 


her an opportunity to master 
the machine. she will be called. 


upon to use in an actual, pro- 


ductive job when she is trans- i 
main machine fall- 


ferred to the 
shops. 


The likes and 
part- -timers n,the arrangement 

. canteen facilities vary 
widely. Too many firms adopt 
the “This is our canteen-——yot 
can take it or leave it” attitude 
to their part-timers. In fact. 
the canteen idea should be sold 
to every part-time. emplovee. 





distikes of 





‘costs, have simply solved the a mid- 
doubling super- for | 





peak "The { pay: ioei Tose 
(Turn to page 6a) 
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membered that 
2 Bealth dele- 










on becomes 
far as the 
cerned, 
“The girl has 
and. billetted. 


paign by (a) 
to the local 








ace Sane 
in his job. 


‘the house- ha 
rovide the 


manager, 


‘the 


shoo has. it is 





in the volume of the work, the 
variety of jobs the average 
clerical worker has to do; all 


make the framing of a bonus 


scheme on output extremely 
difficult, 
But there is another way out 


of the difficulty. This is to pay 


` clerical workers a bonus on the 


morithly net sales (turnover) of 
the firm, 


Many readers have written 






BUSINESS 4042, in 
which gineering con- 
cern 120 people) 


l Folly ised an över- 
all bonus of this type. 
. The very simplicity of the 
scheme seems to puzzle some 
readers. The firm allocates a 
certain percentage of its 
monthly net sales at an over-all 
bonus, The percentage allowed 
is known only to the directors. 
The amount derived for 
bonus is accumulated for three 


months and the percentage for WAGH 
worked out tor 


period is 
against the wages paid during _ 
that period. 

A notice is posted up in 
various parts of the works 
quarterly, showing the amount 
of wages paid and the total 


amount available for bonus and 


also the percentage receivable 
by each employee. In this wav, 


the. employee can easily check 


the accuracy of the amount he 


Á (£1077 * 





st ae difficult to work 
out a bonus scheme for anyo 
one type of office worker. The 
necessary variations in tempo, 


sales 


a Mrs. Sy — 
us about a scheme described in 


nmiece-rates, 
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“Therefore, — 
bonus to 
ee per cent rs 


Q fised Saee i n ae 
One or two. readers were. in 
terested i in th he remarks on the 





























This little E wW 












arms factory i 
counties. E ee 
Further shop 
type for han 
honi-fiachine 
being 
Seen 






pave "and overs : * 
work: eg ee 

In, these Little workrooms, 
absenteeism is low, and there is 
very little unpunctuality The 
workers are paid at f actory 
Half- timers : 
















has received for any given fitst factory men 
quarter. up to £2 a week 
The figures below show — — i ow n 
exactly how the scheme is » tok 
operated : 
WAGES PAID. 
£ à. 
Janvary 1,451 ie 7 l X 
February 1.459 3 8 aki a 
March 1,501 4 = 
7 s d. 
- JANUATY 211 
_. February 8 6 AL i VOTH 
Mareh 8 8 bey inspeet! the —— 3 will 
£10,777 0 0 eladiy be out’; touch by the 


Editor of f Busing ESS. 


Output step 
Work to 
Outlying 


Areas 


HERE are many people 

who, for various reasons, 

are unable to take up jobs in 

our war factories, either whole- 

time or part-time. Yet the 

majority of them are only too 
anxious to “do their bit.” 

It is to these people that 
* homework” or “ outwork- 
ing” has a tremendous appeal. 
It gives them the opportunity 
to do a job in their spare time 
which is obviously of direct 
value in war production, 

They free men and women, 
already working in the fac- 
tories, for other types of work 
which could not so readily be 
done outside, 

This is the main reason for 
the enthusiastic way in which 
“ outworking ” has been taken 
up in those districts in which it 
has so far been developed. 

There are many jobs now 
done in works which can quite 
well be handled in people’s own 
homes, 


ped-up 
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Board in right-hand background shows workers their 


progress. 


It is not always possible, 
however, to arrange for the 
work to be done in the home. 
Sometimes, for instance, the 
equipment required for the job 
may be a little too elaborate, 
and other work may call for 
closer co-ordination, super- 
vision or inspection. 

There is, of course, the possi- 
bility of transferring small 
undertakings with plant and 
equipment into non-industrial 
districts, Another promising 
alternative is for firms estab- 
lished too. far outside the area 
for the people to travel to their 
works daily, to organise small 
branch workshops in the out- 
lving districts, 

This is how has 


one firm 





Typical small components are ideal for workers in 
ary premises, 


tackled the problem, with most 
Satisfactory results. For the 
firm it has meant increased 
output, and for the people en- 
gaged on the job it has pro 
vided most welcome employ 
ment on a part-time basis in 
congenial conditions and close 
to their homes 


Helping to make Bombers 
in a Small Country Town 


The firm concerned are 
making in their various fac 
tories many different types of 
equipment for the Services 
Among the units which they 
produce are plugs and sockets 
for the electrical equipment of 
large bomber aircraft. These 
are simple units requiring com 


paratively little skill in their 
assembly. 
Knowing that in a smal 


country town some miles fron 
their main factory, there was a 
number of immobile wome 
who were willing and able t 
offer their services for eith 
mornings or afternoons, if th 
work were brought within con 
venient reach of their home: 
the firms made a search in th 
town for suitable premises 
They were fortunate in findine 
a convenient building which 
they were able to take ove: 
adapt and equip as a small 
branch assembly shop. Here 
they are now producing, in 
most useful quantities, finished 
plugs and sockets for heavy 
aircraft from parts made in 
the main works and sent out to 
the village workshop in one of 
their small vans 


(Turn to page Rì 
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ANV changes have taken 
place in the field of 


buying since war pemr, The~ 
ards 


order of buying stan has 
shifted from: price, quality 
and delivery, when war broke 
out to: delivery, quality and 
price, In fact, delivery has 
assumed such importance that 
it has influenced the set-up of 
several departments. ; 

The technique for ensunng 
the correct inflow of materials 
has become a war-time science. 
Tt is not a case of getting in as 
many ordered items as possible, 
but rather of getting them 
where they are wanted at the 
right time and in the exact 
quantity. The inflow is regu- 
lated to fit in with the co- 
ordinated progress of the 
work. 

The question of price is now 
almost universally settled by the 
Government, and quality is con- 
trolled by Ministry inspectors. 

This shifting of the centre 
of gravity to delivery has 
brought the buyer into closer 
contact with actual production. 
In one war factory in the Home 
Counties the new situation has 
been crystallised in a new buy- 
ing-progress set-up. From the 
time when the job is planned 
to the zero hour when produc- 
tion actually starts, and then 
until the last batch of finished 
articles is dispatched, it is now 
the buyer's responsibility to see 
that no man or machine is held 


up for want of tool or material, 
Ta de thie the whole set-in 


BUSINESS for 


Chief Buyer Now Shares 


This System Prevents Production Hold- 


ups Through Shortage of Materials 
by 


F. 


of the progress control has had 
to be altered. Originally the 
Contracts Progress department 
had assumed the responsibility 
of “chasing” all outstanding 
orders, but this led to con- 
fusion, for a certain amount of 
overlapping and duplicating of 
orders took place, When things 
went wrong, each department 
blamed the other. 

When the blitzes first hit the 
country, frantic messages from 
the works receiving bay com- 
plained of non-deliveries. While 
lost trucks were being located, 
duplicate orders were issued, 

he destructions by enemy 
aircraft created three 
difficulties : 

(a) Loss of raw materials 

and partly finished goods. 

(b) Offices and records o 

some suppliers destroyed. 

(c) Works and plant of some 

suppliers destroyed. 

A new department was born 
out of this emergency. At this 
works it was termed “ the urg- 
ing department” to distinguish 
it from the interior chasers. 
Its first duty was to urge all 
tools, plant, maintenance and 


general stores orders, 1¢., all 


orders not covered by the con- 
tracts progress department. Its 
job was to urge all outstanding 
orders by every means at its 
disposal, including letter writ- 
ing, telegrams, telephoning and 
personal visits. 


The System of the Urging 
Department 


This called for a type of man 
possessing the qualities of sales- 
man, clerk and buyer. One who 


could organise his - work, 
patiently search through old 
orders and correspondence, 


thoroughly understand the re- 
quirements of the trade and 
possess the tact of a diplomat. 
The buyer laid down the fol- 
lowing rules for the urging 
department : 
t. Where a definite quoted 
delivery is given on the 
order, this must be main- 


R. GROVES 


tained, or, if possible, im- 
proved upon, i.e., if Smith & 
Co. quote 26 weeks for de- 
livery of cutters, at the end 
of 10 weeks ask them if they 


can possibly supply in 
weeks, as the goods are very 
urgently required. This 


should at least ensure getting 
delivery in the original 26 
weeks and may be the means 
of obtaining the articles in 
18 weeks. 


Varying the Inflow of 


Materials 


2. Special attention should 
be paid to all orders where 
the heads of departments 
make personal application for 
the items outstanding. 

This is important because 
the urgency of certain ma- 
terial varies in accordance 
with the fluctuations of the 
priority of jobs in hand 
From time to time certain 
contracts are superseded by 
others even more urgent. For 
this reason the flow of ma- 
terials into the works has te 
be constantly watched. When 
a supplier has been urged for 
some wecks to push forward 
a certain material, and just 
as he is on the last stages of 
the job, he is informed that, 
after all, that item is not the 
most urgent, and will he 
please substitute another line 
that is possibly, still way 
back in the initial stages of 
production, he may be par- 
doned for losing his temper. 
(This is where the urger’s 
diplomacy comes in.) 

3, All advice notes should 
be placed on the files with 
the orders concerned, and if 
the goods still remain unde- 
livered after a reasonable 
tirne, at the most—1o days 


the suppliers should be 
notified. 
4. Copies of all letters 


concerning the orders which 
are being dealt with will be 
sent from the buyer to the 
urging department, so that 
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í all R a 
œ on the buyer's 
Monday morning. 

d him to keep in 
ch with the trend of in- 
“He was also able to 
answer any question from 
the works manager or other 
executive, | “concerning any 
p cular item. 
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‘and she ’phones 
half- -a-dozen of 
m merchants; until she | 
: one with the required 
unt in stock. lf several 
nly smaller parcels, she 
es ‘until she has accu- 
full amount. 





ived instructions to 
the ay-out for a new 
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wrong i 








‘ ji specialist | i 
clerk concerned ‘is given the t 


the 


anning department, 


required for the 


job. then finds out how much 
is in stock, The balance re- 
quired is then recorded and a 
copy of the lay-out is sent to 
the purchasing department. 


On receipt of this document, 
which is regarded as an official 
order, enquiries are posted to 
about three or four. suppliers 
for their quotations. 
eventually come to hand, they — 
ATE entered in a quotations 
book, This ok is ruled up to ` 
give the contract number, de- | 
scription, quantity, price and 
delivery, 
column, A page is devoted to 
each item, so that all the esti- 
mates can be compared. When 
the last quotation is received, _ 
the book is taken to the buyer œ 
for him to select the oe 
satisfactory quote. op 

Not only does he take into PHAY 
consideration delivery promise, 





price and specification, but alsa a5 ne 


each firm’s record of reliability. 


He knows from previous ex- Pora 


perience whether he can rely ? 
upon their word, He remem- P 
bers any bits of sharp practice, © 
cor if on occasions a supplier £0" 
was not quite equal to turning +a 
out a rather special job. Bes 

All requisitions for tools ~ 
come from either the general 4 
stores or the drawing office. 
The former concerns replenish- 
ments and the latter deals with — 
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7 nède on 4 the inside of the back’ oth OAE FEARR, 
sheet, Thus the folder fulfils FBSR . 
A a dual: purpose; it acts as an — Ona wall inthe) 
go I had application record and a file for large chart attracte 
t for. all. subsequent documents and tion, ‘On it was > 
The pile papers concerning .the employee. fairly large type,» th 
is desk The company where we saw connected with . each 
iled up this system in operation, has post in the offi 
our he several. branches. Employees 
may be engaged at any point 
implicity it- and it is necessary for the 
ide of his ‘head office to have a personnel 
record of each. The original 
is made out when a prospec- 
tive employee applies for a job 
and is retained by the branch 
where the application is made. — iano the — mana; 
When the applicant is accep- explained the moti 
ted, a copy of the application each duty, but. he- fo th: 
is typed on a new folder and the newcomer — and 
is sent to the head office, where slipped back» into Owl 
is it goes into the “master” per- primitive. ways. | 
. sonnel file in alphabetical order. Then he hai i 
Records of all future trans- « Office. Syste 
actions regarding each em- jf 4 clerk is 
ployee are in due course sent point of duty all 
for insertion in this master js to consult ti 
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NEW system has just useless work had 
a -been installed in our ted and above a he 

. office.” This remark was made exactly what to. — an 
to us, — a London executive — ime to do” Te: 
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themselves | Ge „Chisholm »ESqe, 
ooa | “Business” 

| Whitefriars House, 
| Tallis Street, 


E.C. 4. 


| Dear Sir, 


wind b < 
— This i is the top half of a letter recen t 
t reproduced full size. Its ; 
. © London Opinion Ltd. fin ite adequate for a large 
is amount of their shorter correspondence. Typing both. sides, ~ 
— it will carry 216 words os 
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st-old one immediately, Delay |S 
dre > meant chaos.. Every order in 
nd hand had first to be embodied ™ 
ity is in the new scheme: this was n 


uitia of : 
; H small work, and a day and. night 


© relay scheme: This done, the — 


i nee kaet te 7 


new 


completed by high-pressure staff disp 


chines, capable Tur 


na 
5 of extreme. ae in opera- 
“tion, Units from various in- de 
‘coming orders were to be col- m; 
tected and printed on one set -orde 


** outgoing documents no“ 


z matter how many orders were t 
involved. The operative point ç 
e of the whole plan was that the 


as. customer should receive only. 
< sone invoice no matter what th 


mber ep Orders 


ca n be Collated 


ry portion of 
oes to the cus- 
hole range of 
uments is typed 


d ime after time, 


_is completely 


e the same | 
ecipient of the | 
: — shade et a 


: number of orders or items. | 
an example, under the | 


scheme an eight-part “i invoice a 
set” was created on the receipt. D 


of every customer's. order, and 


as individual items from that 
order were dispatched, it be- 


CONTROL | 


dup. inv. 


ORDER FROM 


Neafectore tea l 
h Street: 


GO TG ae DESPASCHED to: 
Noufactora Ita 
Store 
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sequence of operations cuts out “ back-tracking.” Goods im abe 
can be invoiced together. By extracting the relevant mast 
“ creates the dockets from which the invoice set is . 


m - de- and held until a pre-determined ment, the new rsy 

ue, — the “packable quantity” has been into 14 operations, The cl n 
of the master accumulated. If, after a pre- charge of each stage. is respon- 
— arranged time, that value has sible for passing on her work... 
i: re sorted into not been reached, the goods are correct and complete. to the. 
number and released without further delay. next clerical “operator. T = 
Daily Sales In either of these two cases whole set-up amder -the 
— planning. dockets for the same address supervision. of nog ‘experier n 
fled into are clipped together and the clerk, who, in addition to her * 
esponding master copies ‘supervisory duties, als e 
awn from the (master. - the aggregator $ aport. 

OE sete, * e oi this will become ap- 
r ic ‘as the scheme is ex- 7 





















































os available maste 
oR Bintan WHO. c 
nik ang — oe i — : 

i The ‘Dispatch. Note’ is — order fa sal 


y warded to the packing room to Pe — of re 
enable them to get the goods ba Aft k 
away, and on notification of | — 
their dispatch, Advice Note 
and Invoice are posted toe eae? 

of customer. 

d. Although the immediate. dh- i 

e. jective is to expedite — 

s of broken orders and an P 

"s economy of paper—about n Bem 

in per cent-—and a reduction: Of BE 

47 per cent in invoices has heen — 
into. effected. — 
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same To simplify the clerical fine = All masters. are iii 
er. tions. E the invoice depart- ch hecked with, the order, 
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| prend “to duplicator (Opera- 








sais copies are 
e, insert from. 
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opies -proceed to 
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_ guantity about to ‘be released j posi 
É substituted. The release docket 


; © withdraws 


trol copies : 
ve tö be looked 
tly, unless they are 
“trouble will be. 
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dockets are placed in — — id 
{This 


right position, a -ance 
visible sign. ‘that k i dn lowi 
hand so that the stock con- 
troller will be able to release.) 


If there are already dockets 
fled under a guide card, the 
new dockets are inserted at the 
back to maintain approximate 
date order. tl 

Goods received. from: works. tb 
into finished stores are booked 
into stock. .. 

When stocks. are. available, 
dockets to cover the amount 
of stock will be extracted 
from front of the file, booked: €i 
out of stock in bulk, initialled 
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lease only part quantity shown Sect 
on a release docket, the quan- teas 
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‘through in red ink`and the - A 
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the appropriate 
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referred. to originally, _ T 
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is typed on the first vacant nt Tin 
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Business Forms The 


Executives’ Brains Trust 


EWS that we were form- 
ing a Panel on Adminis- 
trative Control has greatly in- 
terested readers. It has also 
brought a further batch of 
enquiries on office methods. 
These enquiries range over the 
whole field of business practice, 
One executive wants a new 
invoice system that will save 
labour (fortunately he will find 
this on page 25). 

Another wants a method for 
organising a typists’ pool, A 
third wants a better system for 
wage payment. 

Quite a number of readers 
want to apply a modern bonus 
system to the office. 

Says the 
Lancashire firm: “Could you 
kindly recommend me any good 
publication dealing with office 
efficiency methods, with par- 
ticular reference to systems of 
bonus payments on results? We 
are a retail organisation, and 
we frequently feel the need for 
a bonus system for our office 
staff to counterbalance the sales 
commission paid to our selling 
staff, 

“T understand that it has been 
found that employees do not 
welcome these efficiency 
systems, And I should imagine 
that the successful running of 
such a scheme must invoive 
much extra work.” a 

The variety of thes: enquiries 
has raised a diffietlty. For 
some the able office executives 
whom we have asked to serve 
en the panel point out that ro 
single group of oe can deal 
with so wide a 
biene, even taking * ye 

a r. Regina . Fry, 
Methods” and Organisation 
Assistant to the Managing 
Director of Handley Page: 


Secretary of a- 


riety of pro⸗ 


“The Brains Trust sugges- 
tion appeared to me to a 
way of making a start, but 
would it not be possible to get 
together, perhaps under the 
chairmanship of yourself or 
one of your associates, all the 
persons who have shown them- 
selves interested in the project 
for the purpose of arranging 
groups of specialists on par- 
ticular subjects, 


“Problems could be sub- 
mitted by any member to the 
appropriate group meeting for 
consideration by (a) discussion, 
or (b) reference to a particular 
specialist member or (c) refer- 
ence to a group as a whole, 


“A wider and more varied 
field could be covered than 
under the one subject a month 
suggestion; the findings of a 
group would provide much val- 
uable material for publication 
if the subject matter was of 
sufficient general interest and 
the group meetings would pro- 
vide an opportunity for free 
and . intimate discussion of 
some of the problems which be- 
set all senior executives to-day. 

“T should be prepared to 
assist in any way possible.” 


FRY’S contention is 
correct. But again the 
difficulty of organisation in 
war-time arises. Just as it is 
impossible for us to begin an 
association with provincial 
branches in war-time, it is 
equally so to arrange for a 
series of groups of people to 
deal with special problems. 
Neither we nor chief office 
executives have the time to 
spare for operating so com- 
plex an organisation in these 
days. 


BUSINESS for 


—— Same applies to the 
contention of one office 
executive from Wales: 


“It is my view that this 
Committee should act as an 
advisory body on any problems 
encountered by executives re- 
lating to anything in connection 
with office work. It should be 
made known to executives 
through the medium of your 
excellent publication that any 
such problems if forwarded to- 
the Association would be an- 
swered by a person or persons 
experienced in that subject. 
Therefore, I suggest that whilst 
the Panel deals with problems. 
arising to-day it should also’ 
consider the formation of a 
body after the war that will 
set definite standards for Exe- 
cutives to attain, ina- 
tions should be held to mark 
their degree of proficiency 
thus commercial Organisations. 
would know the capabilities of 
their Executives.” 


After the war it will be quite 
possible to form an association 
for senior office executives ; but 
at the present time it is im- 
possible for the reasons giver» 
above. | 


N the other hand, many 

correspondents express 
admiration for the way in 
which our Canteen Brains 
Trust is functioning. 


Here a group of four 
experts are able to deal with 
all normal questions on canteen 
management. Where a matter 
on accountancy, or chemistry 
or specialised practice arises, an 
outside expert is invited to 
contribute, 


It is suggested that here is a 
solution to our present difi- 
culty. We are therefore 
appointing a small panel of five 
highly skilled office executives 
to deal with normal questions 
of office management and ad- 
ministrative control. Where 
specialised problems of routine 
accountancy, personnel, mech- 
anisation, etc, crop up, we 
shall invite specialists to attend. 


We Anticipate that one or 
two specialists shall attend each 
meeting. 


Owing to the time taken in 
making this switch in the 
nature of the organisation, we 
are postponing publication of 
the members of the office brains 
trust until next month. 
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cessful operation in 1 
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mprises a triplicate 
ord of all personnel. One is 
ined by the Labour 


one by the Clinic, and 
the A.R.P. control. The 
re housed in visible 
cabinets. such as are 


a y problems have brought 


of personality 


ional progress. - 


to- 


and salary in-. f- 
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ystem should — 


éys and should bring J 


between two. and three- 
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up on any individual, his 
status and nearest relative, by 


reference to the badge which is. 


the firm’s entrance pass worn 
by all employees, 
Sets of four 
forms, each form 
special colour 
are padded together and kept 
ready for use 
office, These for ms are headed 
“labour office,” “engagement 
advice to clinic, engagement 


engagement 


23 s 


advice to time ‘office and wages 


department,” and  “ engage- 
ment advice to. foreman” re- 
spectively, 
front identical and comprehen- 


having a 
identification, | 


by the labour 


: passed to the d 


Eon 


and carry on the heer. 
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Betis the workers’ 
nection with fhe war effort 

through a link-up of their par- 

ticular umit- with the actual 

instrument of war. 

os This was dealt with in an 
3 — br: ua y issue. 











: ‘because so many 
complicated and 
themselves to a 


AR ma kes — num- 
bers of parts having no obvi- 
OUS relationship to the finished 
product It is difficult to convey 
to a capstan operator or a girl 
working a multi-spindle drill- 
ing machite that her work will 
have a direct bearing on the 
output of the finished guns or 
tanks or aircraft, and may, in 





fact, be the most urgently 
needed. part in the whole 
factory, 

In the. allustration accom- 


panying this article a photo- 
graph is reproduced of one 
quite’. successful approach 


which bas been made tor Bolva 
A board is. 
hung in the Machine Shop, re~ 


ing this difficulty, 


lating to a- particular product 
for which that shop is manu- 
facturing - ‘parts, and on thts 
pard the progress clerks enter 
ily the exact identity of 
parts which are still 







y is. Chart Gives Operator 


Progress of His Own Little Job 


keeps 


needed for the next complete 
release to the Assembly or 
Fitting Shops, As the machine 
shop is on shift work, the 
board indicates which shift is 
operating on each part, Le, 
shift A or shift B, so that it is 
perfectly clear to everybody 
just what has to be done to 
ensure that the output of fin- 
ished assemblies is maintained 
the following week. The board 
actually covers a period of 4 
weeks because many of the 
parts take more than a week to 
make, so 1 is necessary to 
focus. attention on the short- 
ages at an early date. 


Tt is interesting to notice on 
the board shown in the illus- 
tration that about an equal 
number of the shortages are 
being covered by each of the 
two shifts, and it is under- 
stood that there is some very 
healthy rivalry between the 
shifts, neither of which wishes 
to carry the blame for loss. of 
output, by failure to deliver its 
own lad share of the 






parts, a 
At the top, for all to SEG, the 
board carries a statement of — 
the previous week’s output of 
the finished article, 


and so 
the machine cperator 
closely in touch with the over- 
all position. 

The use of boards of this 
kind has often been suggested, 


ments. merits. and deneni. 


maries 
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T hus the master card may be 
regarded as carrying the live’ 
and current date, whilst the 
engagement form, which is 
folded over the master card, 
becomes an over-riding ‘sheet, 
bears the static information, 

The back of the engagement. 
form is used for brief sum- 
of evrrespondence, “as 
well as for assessment under 


five rating grades == “ experi- 
ence,” “intelligence, ‘ 
pearance ™ “personality” 







“impression "—this asses: 
is done independently by the. 
labour manager and the. works: 
medical officer, each using the: © 


same rating grades and there 
comparing notes if opinions 
diverge. | 


A sin, by 3in, card. inserted 
in the turmun of the master 






edge of each master card, 3 
visible, are numerals indicative 
of departments, together with 
two other sets. of numbers de- 
noting grades and insurance 
ages. Over these numbers 
coloured transparent signals. 


are placed in the appropriate 


positions, By the use of œ 
small punched: hole in the turm- 
up of the master card, and by 
movement of the absentee card, 
a red, blue or green spot wi iji 
he discernible on the visible 
margin to indicate absent 
“ without leave,” “ with leave 
or “sickness” ‘respectively, 


Essential | Information 7 
Provided ata Glance — 5 


Thus it is pahe to obtain 
information at a glance, when 
a tray is withdrawn from a 


——— as to. the department 


number in which the indi- 


vidual is employed, his or her 


grade and insurance age, as 
well as current absenteeism. 
and its reasons, ae 

Dealing now with the clinic, 
the procedure follows closely 


(Turn to page 48} 
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What a joy to have an Accounts Department right on top of their 
work, instead of their work always being on top of them. Yet 


*. — 
nowadays with extra work and a reduced staff. how many can say 


they are really masters of the situation, with no work that has to 


be put off to another day? The ¢alculations we show here give 
you an idea of how quickly and easily a Sumlock—the British 


adding-caleulater—will solve ordinary, everyday finance problems. 


OPERATING 
ANSWER TIMES 
x Find the interest on £693.9.1ldfor 
83 days @ 24% per annum £4.2,10 8 secs. 


4 67 hours @ 58/6d for 47 hour week. 
overtime @ time and a halt 


ASK FOR A DEMONSTRATION 
ON YOUR OWN WORK. 


oF TST AP. 
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3 Suggestion-Boxr Schemes 
that Encourage NEW Ideas 


VERY new idea, however 
simple, which might con- 
tribute either directly or in- 
directly to increased production 
efficiency is needed now. 

The idea may occur to the 
Managing Director or to the 
trainee —* has just been taken 
on, for it is not always know- 
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Replies may be 
Outlined from:- 


Mr. Gawley, Shaftmoor Lancs, 
v! umant, G.H.8. 


" Anderson, Rocky Lane. 


LUCAS WORKPEOPLE'S SUGGESTION SCHEME 
SS ELL 


WEEKLY RECORD OF SUGGESTIONS 
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ledge of the job that counts. A 
fresh outlook and an unbiased 
mind may mean far more; on 
the other hand the man or 
woman on the machine, may 
quite well have some improve- 
ment to suggest which may not 
have been obvious even to the 
foreman, 


The problem is to ensure that. 


full advantage is taken of these 
ideas. Mr. Oliver Lyttelton, 
Minister of Production, urged 


_firms to adopt some form of 


Suggestion Box Scheme which 
would give those people in the 
works the opportunity, and an 
incentive, to put forward their 
ideas for consideration, 
Several firms have written to 
tell us of their experiences 
in running Suggestion Box 
Schemes in their own factories. 
uggestions which have been 
successfully adopted cover an 
astonishingly wide range, but, 
naturally, many of the ideas 


which are dropped into the 

One of these s tion 

boxes is at each factory 
entrance, 

The record card shows 


everyone the position for 
the period. 










BOX 
- Maren <Oth, 1939, 
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factory Suggestion Boxes are 
not all practicable for one 
reason or another. On the 
average, however, quite a per- 
centage of the suggestions are 
definitely of a practical nature 
and are adopted with good 
results, 

One firm in the South West 
Region has had a scheme run- 
ning in their works for the last 
fourteen years, and of the sug- 
gestions submitted nearly 30 per 
cent, have been accepted by the 
management, 


Fifty per cent of Sugges- 
tions Successful 


In the works of another fir 
this time in the Midlands, where 
a Suggestion Scheme has 
in operation for nearly forty 
years, as-many as 33 per cent. 
of the suggestions have proved 
successful, 

What is particularly interest- 
ing to note in the records of 
this firm is the marked effect of 
the war on the suggestions re- 
ceived, The numbers have not 
increased to any marked extent, 
but their standard has im- 
proved immensely and a much 
higher proportion of the sug- 
gestions has been adopted. The 
record was achieved in the 
summer of last year when over 
50 per cent. of the ideas sent in 
were successfully applied. 


Another firm in the Midlands 
engaged on important war 
work, which has only been in 
existence for two years has 
had a somewhat similar ex- 
perience. They have been 
serious and carefully thought 
out ideas, as is shown by the 
fact that all but four have been 
accepted or are still under 
consideration, 

Most firms keep open their 
Suggestion Schemes continu- 
ously, but one or two run 
special campaigns and give 
prizes for the best idea on 
some selected subject such as 
salvage or fuel economy. 
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PANTOMIME is right! What sort of output figures can be expected when operatives 
have to line up in a queue at the shop office waiting for their job dockets? It is to 
avoid such waste of human effort and production time and to enable production 
control to keep pace with the increasing speed and diversity of modern require- 
ments that the “B amd A” Simplex System of Production Control has 
been evolved. It is successfully in operation in the leading industrial organizations 
throughout the country as well as in countless smaller firms. Investigate this 
unique system and its possibilities in your works, 


With the “B and A" Simpiex Production Control An experienced staff is freely at your disposal to 
System, all departm nts — Planning, Progress, Wages, submit suggestions showing the possibilities and 
etc, (as well as the operative) receive all the informa A ta f the “B and A" Simplex Syst Such 
tion they require, selected and reproduced mechani- eee CE wee * pee Nye * 
cally from one master schedule which, once checked, suggestions will be of interest and profit to you and 
ensures the accuracy of all information and eliminates your enquiry need not imply any obligation on your 
the possibility of errors and disputes. part. Write to ‘‘ Systems Department." 


aes Ml {i 
all in B-A 


BLOCK & ANDERSON LIMITED, 


£6 B and A 33 SIMPLEX Old Mill ——— Rd., 





Telephones Trumpington 305 (3 Hanes) 


BANDA (Ormia) SPIRIT DUPLICATOR —— K 
, ranches 
AN FIX INSURANCE STAMP-AFFIYER r 4 
BANDAFIX INSURANCE STAMP-AFFIXER BIRMINGHAM NEWCASTLI 
MARCHANT f “hl CUl ATODRDC LIVERPOOT * * NOTTINGHAM 
— N LT. MANCHESTER SSSA 2, SOUTHAMPTON 
FACIT CALCULATORS CARDIFF fae We SHEFFIELD 
LONDON $ 4 GLASGOW 
VICTOR ADDING MACHINES BELPAST S , S BRISTOI 
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Inland Revenue Concession 
on Awards for Practical 
Suggestions 


There is one point in connec- 
the payment -of 
awards for successful sugges- 


© tions which will interest firms 


already operating Suggestion 
Schemes. 

It will be welcome news to 
those concerned, both the firms 
and the individuals who put 
forward the suggestions, that, 
providing the awards paid are 
reasonable in amount, the In- 
land Revenue authorities will 
be prepared to consider the pay- 
ments made as admissible de- 
ductions when computing the 
employer's profits for taxation 
Moreover, the per- 
son winning the award will not 
be liable for the payment of 
income tax on the sum re- 
ceived unless it is part of his or 


her normal duties to put for- 


ward such suggestions, 










; een running 
à and expand- 
steadily ir 


F. Tt was ‘thoroughly « sold 


- the “staff. The personnel $ 
various 


— so well informed of 
its aims, objects, 


they became enthusiastic. — 


w 


sponsored by “the chief ” 





cea which we published B oe 
our July, 1939, issue is con- | 
sidered one of the most satis- - 


_Suecess iso targely “due to ‘the 


toa ailing factory. The following factors * 
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these is completed it is posted * 
in a sealed envelope in the box, 
which is cleared. weekly. — 
then goes before the com 
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Monetary awards r 
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ingenuity, 
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o Bicones 


Wages Records 


and Tax Deductions 


RE is a three-in-one method of pro- 
viding all the information required without 
additional work and by hand, 


O WAGES BOOK when completed and inserted in 
its secure Loose-leaf Binder, becomes your per- 
manent Wages Book. Rulings are supplied to suit 
your own needs. 


(2) PAY SLIPS are perforated ready for separation 
‘and gummed for fixing to pay envelopes or un- 


Peewee b — t 


Kalamazoo 


Ltd. 


gummed for tins; each being a copy of the relative 
line of the Wages Book shows the employee how his 
wages ure calculated. 


© INDIVIDUAL EARNINGS RECORD. As the 
employee's wages are calculated, his own Record is 
placed over the other two forms for carbon duplica- 
tion. You thus get, automatically, a separate 
summary of each employee's earnings—giving, 
without extra work, the necessary record for Income 
Tax deduction; it also provides for Income Tax 
returns without special analysis 


NORTHFIELD 
BIRMINGHAM, 31 
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INDUSTRIAL MANAGEMENT AND EQUIPMENT 
Adapting Lighting to Meet 
Special 


Requirements 





This fluorescent installation eliminates glare—the 
draughtsman’s enemy. 


N our last three issues we 
discussed the effects of 
light on the various activities of 
an industrial plant, Besides the 
—— requirements of general 
offices and workshops there are 
certain other services that call 
for specialised attention. We 
now conclude the subject with 
a survey of the lighting 
requirements of reception 
officés, drawing offices, stair- 
ways, corridors and personal 


services, These are places 
that have their own peculiar 
problems. 

erence Rooms.—<As it 


is common practice to make 
the interior decoration in the 
Board of Directors or Con- 
ference room somewhat more 
elaborate than the rest of the 
offices, there has sometimes 
been a tendency to make the 
lighting in their rooms conform 
more or less closely to the 
architectural style of the 
period which, in general, has 
been followed for the interior 
decoration. This is quite 
fitting so long as the usual 
requirements of good lighting 
practice are followed. 

It is recommended that 
exposed lamps, especially as 
seen against dark panelled 
walls or ceilings, be avoided. 





From the proceedings of the Mu— 
minating Engineering Society of 
America, 


Lighting appropriate to all 
architectural styles may be 
achieved by totally indirect 


or semi-indirect luminaires by 
cove lighting, by illumination 
of large areas of glass panel 
in the ceiling and also by 
recessed units with proper light 
control. 

Not less than 25 foot-candles 
should be provided over the 
conference table, but the illu- 
mination should be sufficiently 
diffused so as to avoid heavy 
shadows on the faces of 
persons seated around the 
table; also so as to avoid 
undesirable reflections from the 
table surface. 


If brackets are used for 
ornamental purposes, great 
care must be exercised to see 
that the lamps are well 
shielded and that the bright- 
ness contrast between the 
shield and the other parts 


illuminated and the surroynding 
wall shall not exceed the per- 
missible limits of 10 to I, 
Brackets are usually more 
continuously in the direct field 
of vision than any other part 
of the lighting system and so 
this limitation of brightness 
contrast is more important 
for brackets than elsewhere. 
Reception Rooms.—For re- 
ception rooms, a general level 
of not less than 10 foot-candles 
should be provided. If the re- 


į POOT, ; : 
a tracing a faint blueprint or a 
| worn pencil drawing. Reflected . 
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ceptionist does stenographic and 
clerical work, the higher illu- 
mination required could be pro- 
vided by supplementary sources. 
Such equipment should also be 
available for use by persons 
who wish to read while waiting. 


The Drawing Office —Draft- 
ing makes very serious de- 
mands upon the eyes since it 
involves the accurate discrim- 


' ination of fine details frequently 


over long periods of time. The 
contrast between the work and 
the background may be very 
as for example, when 


glare from a specular drawing 
surface, as well as from the 
polished T-square, celluloid 
triangles or scales, may be par- 
ticularly annoying and should 
be avoided. Care must be taken 
to eliminate shadows along the 
drawing edge of the T-square 
or triangles, as well as multiple 
shadows from the drawing in- 
struments or the draftsmen’s 
hands, 

In genéral, there are two 
positions for the drawing 
board: horizontal or near- 
horizontal, and vertical or near 
vertical. 

Horizontal boards present a 
problem because with boards in 
this position any ceiling or 
luminaire brightness may 
reflected by the work to the 
eyes of the draftsman, and 
also the T-squares, triangles, 
and curves may cast shadows. 

With the boards in a vertical 
position, specular reflections for 
all ` practical purposes do not 
exist and shadows are mini- 
‘mized, Furthermore, the boards 
may be high enough to shield 
the eyes of the draftsmen from 
any brightnesses of lighting 
units otherwise in the field of 
view. 

The minimum sustained illu- 
mination recommended on the 
work for drafting is 50 foot- 
candles. The design of lighting 
systems for such areas should 
consider the desirability of 
using a source of light which 
can be so controlled as to pre- 
vent a low surface brightness 
to the eye. 
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Waste isincreased by errors. Benjamin 





Lighting reduces errors and, in your 
works, would help you to increase 
your efficiency and reduce waste. 
Benjamin Lightingis planned specially 
to suit every operation carried on In 
each works. The Benjamin Engineer 
stationed in your district is ready to 
help you or to co-operate with your 
usual electrical supplier. 


ENJAMI 
LIGHTING 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N 17 


Telegrams : '‘ Benjalect, Southtot, London.”’ Telephone : Tottenham 5252 (5 lines) 
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low heat o outpu pe 
imen ‘should be selected fo 
his application. The desirable 


above. 


which is not concealed by the 
drawing in order to avoid the 
direct glare which would other- 
wise be experienced. 


Corridors and Passageways.. 


—-Any passageways not separa- 


ted from the worane space by 


high partitions shoul d have the 
same general illumination as 


corridors and passageways hav- 
ing high partitions, lower levels 
be used. 
If the partitions are of glass 
so that the lighting equipment 
is visible from the rest of the 
office, the same restrictions 
with respect to brightness of 
the lighting sources should be 
observed, as in general office 
space. 


Corridors and passageways 
shut. off from the general office 


a space should have light coloured 
ceilings and upper side walls 
in order thatthe light may. be. 
ed and the space 


effectivels 


And Bs Branches throughout on Country 


“than five foot-candles s 


brightness of the glass depends 
“be maintained, 


‘on the nature of the work and 
the level of illumination from 
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erage. “intensity 


A higher illu- 


mination is desirable if the. 


adjacent offices are well lighted. 


The draftsman should be in- 
structed to use opaque paper to 
cover the portion of the glass. 


Stairways.—In_ the. illumina- 
tion of stairways, the equip- 


ment should be so located that 


persons do not cast shadows of — 
themselves over the stairs, that 
the treads of the stairway are 

not in shadow and that glare 

at eye level is avoided. In 

general, an overhead. lighting: 
unit should be located at 
landing. The. arrangeme 
the units should be -sucl 
adequate illuminatior 
provided after allowing 
failure of any one lamp. 


Small shielded lighting u 
recessed in the walls near 
floor are often advisable near | 
landings and especially where 
only one or two. steps. conne nect- 
different. elevation So 
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Freedom for Fighting 





2. The fight is over but it still goc 
on. Doctors and nurses carryin 
on the fight for life. On the honu 
front or on foreign fields, surgeons 
doctors, and nurses must have pro 
tective clothing that fts and neve: 
loses that fit in the wash. 


A FEW OF THE OVERALL 
SPECIALISTS WHO 
RECOMMEND “RIGMEL” SHRUNK 
LIST VIII. 


Victor Long’s Laundry Services 
Co Long Lane, London, E.C.1 





f. One, two, three—go! Here is the “ up-view” of para- W. Marsh, A S 
chute troops ready for the take off. These formidable fighters emear imd —— ee. 
for freedom have freedom for fighting in overalls that never | 
shrink Eft. Gov WX. i Supercraft Garments Limited 
snrin out or fit. ov ernment standards demand a shrinkage Wrigley Street, Oldham, 
control in overall cloths for the Forces that only a mechanical Lancashire. 
shrinkage process like “ Rigmel” can meet. *Hendry & Spiers, 
Clydesdale Factory, Wishaw 
í The United Welsh Mills Limited, 

3B. ““ Hey — who's the 19 The Hayes, Cardiff, 
funny fellow in the out- SGlamotgan 
size shirt? Me—isit? James Varley & Company Limited, 

- q arison Vork Nel on, ~ \ Sales 
All because | buy 16- Varilson Works, Nelson, Gan 
inch shirts that will 
eventually shrink inthe Westbrook House, 
wash t to size 15. W hy Woodside Park Road, North Finchie 
l can't I get shirts in my London, N.12 
right S]ZE — * Rigmel *. Shrunk like my working OV eralls ? *Decorous Garments Limited 


Dallas Road, Lancaster. 
Better times coming, Herbert! You'll get these “ seg aS . 
Shrunk shirts soon, and they too will fit you from start to finish 


Rigmel-Shrunk iy enet 


4dvertisement of THE BRADFORD DYERS ASSOCIATION, LIMITED, MANCHESTER, BRADFORD 


The Westbrook Linen Companys 





* Specialists in Women's W 
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The Canteen Brains Trust’s 


Seven Rules for Good Cooking 


(QUITE a number of readers 
have asked: 
1 How can we prevent food 
being spoilt in cooking ? 

Miss Garsutr: “Serve all 
foods as fresh as possible— 
most foods lose some of their 
value on keeping, even in cold 
storage. 

“ Carefully plan time tables 
of work so that food is not 
over-cooked or kept hot for 
any length of time before serv- 
ing. Over-cooking of vegetables 
in particular is a common fault 
in large scale catering. It is 
important to arrange staff 
duties so that vegetables can be 
cooked and served immediately. 

“Vegetables should be pre- 
pared immediately before use 
as long soaking has a detri- 
mental effect on their flavour 
and food value, 

“Steam root vegetables 
wherever possible and braise 
onions and celery. Use the 
liquid in which vegetables have 
been cooked for soups and 
Sauces; for as vitamin C. is 
water soluble a proportion will 
inevitably remain in the liquid. 
Some vegetable waters can be 
used for mixing puddings 
which have a fairly strong 
flavour, e.g., chocolate, ginger, 
etc, 

“Fried foods should be 
drained carefully so that they 
are more easily digested as well 
as more palatable. 











Let Them Solve YOUR 
Problem 
Send your questions to the 
Question Master, Brains Trust, 
“ Business,” Whitefriars House, 
Tallis Street, E.C.4, 








“ Careful portioning of the 
food is almost as important as 
careful cooking. The import- 
ance of attractive presentation 
of the food to the customer 
should never be overlooked.” 


Mr. Coarty: “ This is a 
duty of all caterers at any 
time, but conditions in war- 


time give more prominence to 
the matter; in the first place 
I feel it is important not to 
buy cheap goods for the sake 
of buying cheaply, and the re- 
maining points sum up in a few 
words the fundamentals : 

(a) Sufficient fully trained 
cooking staff. 

(b) Suitable and ample cook- 
ing equipment, 

(c) A planned system of cook- 
ing detail for each day's 
menu, 

(d) Vegetables, in my opinion, 
need much care in cook- 
ing; endeavour as far as 
possible to cook in relays 
of small quantities, say 
in 10-gallon boilers, in 
preference to cooking 
large quantities at one 
time, 


A smart staff dining room. 


(e) Do not pre-plate meals 
and place same in hot 
closet if it can be possibly 
avoided; try to serve 
vegetables straight from 
the cooking receptacle. 
If in the London area 
and cooking is done by 
gas, consult with the ex- 
perts of the Gas Light & 
Coke Company, who will 
give you good advice on 
fuel economy and much 
of this advice is useful 
for good cooking, 

Pay serious attention. to 
all detail.” 

Mr. Surman: “It is the 
essential part of a’ canteen 
manager's responsibility to en- 
sure that the meals he provides 
are well balanced, properly 
cooked and attractively served. 
There are several important 
factors that must be considered 
if this object is to be achieved. 

“Tt is necessary to have a 
well-trained staff working under 
proper supervision, and, of 
course, the necessary suitable 
equipment for cooking and ser- 
vice must be available. 

“Careful attention must be 
paid to every detail of the pre- 
paration work. The kitchen 
should work to a system, re- 
cipes and quantities must be 
carefully worked out, and the 
staff should have their duties 
clearly defined, and they must 
understand exactly what is re- 
quired and the manner in which 
it is to be done, 

“Tt is in my opinion, better 
to cook most dishes, particu- 
larly vegetables, in relays 
sufficient for each sitting, and 
to fallow up further supplies 
as required, rather than to cook 
the whole output at one time 
and keep it hot. Well cooked 
food is often spoiled when it 
reaches the customer because 
the meals are dished up on 
plates sometime before serving, 
and stored in dry heat hot 
closets. A certain amount of 
drying up is bound to result 


(f) 


(g) 
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Mr, H., J, Stent 


from this method of service. 
If at all possible the meals 
should be served straight from 
the hot plate containers to the 
customer.” 


The manager of an East 
Anglian firm sends the follow- 
ing question : 


How can we get the most 


satisfactory staff ? 

Mr. Coatey: “A very diff- 
cult question in war-time, but 
I think my reply to a question 
on staff matters at a previous 
session answers this point; 
whilst in general I believe the 
best method is to obtain and 
train your own staff it is still 
possible to obtain the required 
trained staff through adver- 
tisements in the Press, also, I 
have found that a talk with the 
principal of the employment ex- 
change is very helpful, 
nee To sum up, I suggest that 
in view of the prevailing con- 
ditions it is advisable to obtain 
your chef or cooks all ready 
trained and the balance of your 
staff cari be trained by the 
individual canteen ; finally, give 
your staff satisfactory rates of 
pay and conditions of service.” 

(This subject will be dis- 
cussed in detail at next month’s 
session,—QuESTION MASTER.) 


The last question comes from 
a South Wales concern: 


How can an efficient night 


canteen service be main- 
tained ? 


Mr. Surman : “ In most can- 
teens it will be found that the 
night service can, by careful 
organisation, be maintained as 
safisfactorily as the day ser- 


Mr, W, J. Coaley 





vice, It is advisable to place 
the night work in the hands of 
competent and responsible 
management, and in most cases 
it will be necessary to employ 
a completely separate night 
staff at special rates of pay, 

“As far as practical, the same 
system of working, service, and 
taking payment should be 
followed as for the day service. 
In order that the night manage- 
ment can be fully responsible, 
he should arrange his own 
menus from information sup- 
plied to him by the general 
manager as to what goods will 
be available, and he should in- 
dent for his own stores, 

“Tt is usually found conve- 
nient to set aside a separate 
storeroom or cupboard in 
which the night stores can be 
left each day. 

“It will usually be found 
that the lighter type of meal 
and snacks are more popular at 
night than a heavy meal, This 
is due to the fact that many 
workers have a good meal 
before coming to night work. 
* “Tt is often an advantage to 
have a certain amount of pre- 
paration work for the night 
service done during the day, 
such as potato peeling, and if 
joints are to be used it is 
usually necessary to start cook- 
ing them before the day staff 
go off duty, If the canteen has 
a shop for the sale of cigar- 
ettes, confectionery, etc. the 
night stock should be carefully 
checked against takings.” 

Mr. Coatry: “ This, in my 
opinion, is fairly easy provided 
it is carefully planned, The fol- 
lowing points should be 
watched : 

“Find out the type of meal 


Miss P. L, Garbutt 
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Mr. A. Surman 


required by the night worker. 
Do not be misguided by the 
few individuals who state they 
want a heavy meal, but really 
mean something hot. 

“ Cover as much of the pre- 
paration of the night meals as 
is possible during the day; 
this helps to reduce the number 
of canteen staff required on 
night duty. 

“Do not employ your canteen 
staff for 12-hour night shifts. 
Giving them a two- or three- 
hour sleep period is bad for 
them, as it breaks their rest 
during the day. Work them a 
nine-hour shift with one hour 
off for a meal.” 


Regulation Allowance 
for Tea, Sugar, Milk 


Several readers have com- 
mented on the tea, sugar and 
milk rations noted by Miss 
Garbutt in answering the first 
question of our second session 
in February issue of Business. 

Miss Garsutt: “I have made 
enquiries at the Ministry of 
Food and find that the follow- 
ing are the canteen allowances 
now for tea, sugar and milk: 

Tea: trlb. for 280 hot 
beverages. ; 

Sugar; 4 oz, per beverage; 
4 oz. per meal, 

Milk: 6 pints liquid milk ` 
per 100 hot beverages. 

“ There are two types of in- 
dustrial canteen—category A 
and category B—but the allow- 
ance both in tea and milk are 
the same. The allowance of 
Sugar for category A canteens 
is one-fifth oz, per meal, 

“These allowances are the 
regulation for all parts of the 
country.” 
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ASHS 


MULTIPOT 


Insulated TEA URN 


3, 5, and 8 GALLON SIZES 


Mild steel outer casing enamelled cream and grey 








inner lining of stainless steel. Tinned copper tea 
infuser. 


insulated on all surfaces to prevent heat loss 


Top and bottom surfaces shaped to facilitate 
stacking. 


@® Extremely high heat retention qualities. 
Leaflets giving details and prices , also of tea trolleys, etc., on application. 


Goods can only be supplied to priority concerns or subject to certificate 
from Ministry of Food officer. 


ASH’S MANUFACTURING CO. (B'FRIARS) LTD. Size 
GARLAND WORKS + STAPLEHURST ROAD » LEWISHAM » LONDON .- SE 
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i auam FUEL ECONOMY IN THE CANTEEN 
F UP TO 80% SAVING WITH A 


BRIFFAULT Cooking Range 


BRIFFAULT Ranges have 50 years’ reputation 
for high efficiency and low running costs. 
They are used in the canteens of many of 
the best known firms in the country. 

We -shall be pleased to quote upon 


being advised of the number catened for. 
IMMEDIATE DELIVERY 

Ask also for details of the BRIFFAULT Gas 
Hot-Cupboard. 

Holds 200 meals on plates ready to serve, 
and consumes ONLY 25 CUBIC FEET OF 
GAS PER HOUR. Fitted with patent “Star” 


type burners and automatic governor, nothing 
to go wrong. IMMEDIATE DELIVERY. 











THE BRIFFAULT RANGE CO. LID. 
Moes and Showrooms : 


0 
16 Soho Square, Oxford St., London, W. ! 
Te'ephones: GERrard 5552 & $553 


—— — — ——— — —â———— 
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TEA ALWAYS READY 
THERMOT URNS 


are insulated and will 
keep contents hot for 


8 hours. 


STAINLESS STEEL LINED 


thus free from all 
METALLIC TASTE 








Write for lists to 
JAMES 


FARQUHARSON 


& SONS, 
Wood End Green Road, 


HAYES END, 


Tel, HAYES 1416, MIDDx, 
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Tips for the 
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Canteen Manager 


Hints on Handling Large 
Quantities 

O not make at one time a 

larger quantity of dough 

or batter than can be comfort- 

ably managed: (a) by hand— 

12 to 14lbs.; (b) by machine— 

mix according to size of 
machine, 

Divide mixture out as evenly 
as possible, into pies, rolls, etc. 
It often saves time to check by 
weight, 

When making up fish cakes, 
rissoles, etc., divide bulk into 
equal parts of 100—by 1/1oths 


or 1/5ths—and divide each 
1/5th or 1/1oth into individual 
portions, 

When rolling out pastry, 


divide into portions, and roll 
= to fit the baking tray or pie 
ish, 

Divide fillings, etc., into equal 
portions for each tray or dish 
to be prepared so that each 
dish gets its proper share. 
Making Equal Portions 

Possible 
Tr many canteens it is im- 
possible to make puddings, 
pies, pastries, etc., in individual 
dishes or portions, but re- 
member these points :— 

When cooking pastries, etc., 
on flat baking tins, mark 
portions before cooking so 
that they can be easily cut 
when baked. 

Cook puddings, etc., on rolls, 
oblong or square tins in pre- 
ference to large round pudding 
basins, 

Use the same size spoon or 
ladle for serving equal portions, 
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and one which is large enough 

to hold the whole portion. 
Meat should be boned and 

all surplus fat removed before 


cooking, Portions can be 
more evenly divided if the 
joints are carved cold. 

Vegetables should be cut 


into equal sizes before cook- 
ing. Stews are best served 
from serving trays when meat 
can be equally divided. 

When meat is scanty, it is- 
likely to get lost in a mass of 
vegetables. Cook it separately 
and it will be easier to portion 
evenly. 

From: PRACTICAL CANTEEN 
CATERING. 


OW soft should water be? 
Twelve degrees of 
hardness is the ideal for cook- 
ing purposes, A certain amount 
of lime in our food is neces- 
sary. Our diet is often deficient 
in calciums. 

Some say that tea is better 
brewed in soft water, Tests 
carried out by the Good House- 
keeping Institute proved that in 
cases where people did not 
know whether the sample they 
drank was made with soft or 
hard water, they could not 
taste the difference. 


Mr. Stent - of the Brains 
Trust - indisposed 


“6 pee to indisposition, Mr. 
Stent, a member of the 
Canteen Brains Trust was 
unable to be present at this 
month’s session. 

We look forward to having 
his valuable advice next month. 











g PATENT TUBULAR STEEL 
NESTING TABLES & CHAIRS 


(Pat. No, 344,159) 


We regret that, owing to present regulations, only orders 
with official sanction of the Board of Trade can be con- 
sidered, Our many customers will no doubt appreciate the 
position and can rest assured that we shall return to 


normal conditions as soon as circumstances permit, 
WATFORD BY-PA8BS 


Cex & WATFORD - HERTS 


Telephone: WATFORD 5631 (5 linea). 
Telegrams: COXANCO, Phone WATFORD. 


WORKS AND OFFICES 











APRIL, 1943 45 


SINK U NITS 
WORKS CANTEENS 4 








HOSPITALS,|INSTITUTIONS, 
Etc. 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS — LASTING BEAUTY 


DURABLE and RUSTLESS 


Being Built on the Unit Principle 

can be supplied up to 8ft. long, 

giving Double Drainers and 
Double Sinks. 





is p” This model “E10” 
V Bowl 16"*15" X 8° 
Overall 38° * 19", 





PALACE OF ENGINEERING, WEMBLEY Telephone: Wembley 3363/4 


a EASICLENE PORCELAIN ENAMEL (1938) Ltd. 





other dad SAVING MACHINES 
. for the CANTEEN 


© POTATO PEELERS 

e POTATO CHIP CUTTERS 

è BREAD & MEAT SLICERS 

è MINCERS 

è BUTTER PAT MAKERS 

© TOASTERS 

è DISH WASHERS 

è KNIFE CLEANERS 

® VEGETABLE PREPARING, ETC. 





Fully Insulated Heat Retaining Tea 
Urns and Food Containers 


HAND POTATO PEELER Write for particulars— 


KITCHEN MACHINES 


7, SICILIAN AVENUE, SOUTHAMPTON ROW, LONDON, W.C.! 


Telephone and Telegrams: HOLborn 8556 
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A Laboratory to Improve 


A~ important adjunct to 
the. Morris Motors can- 
teen at Oxford was opened re- 
cently by Lord Nuffield. It is a 
food research laboratory, under 
the charge of Dr, J. C. Thomp- 


son, a biochemist, assisted by 
Miss Nicholson, a dietician, 
who advises on menus and 
suggests those calculated to 
keep the workers in good 
health, 

The biochemist actually 


analyses the meals in prepara- 
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STAFF LOCATION TIME SIGNALS 
FACTORY MUSIC 
A.R.P. CONTROL 


Canteen Food 


tion, Though vitamin C may be 
lost in the way cabbage is boiled, 
much more is lost in the time 
lag between cooking and eating 
where there are many meals to 
serve. 

Research revolves round pro- 
blems on the way to cover this 
time lag and keep food warm 
and appetizing without losing 
the essential vitamins, The new 
laboratory is equipped for in- 
vestigating the composition of 


foods, problems ot cooking, 


BUSINESS for 


preserving and serving of foods 
with the greatest possible cor 

servation of their nutrition. A 
mobile van on the spot enables 
vitamin C tests to be taken, For 
other properties, samples are 
taken to the laboratory. 


The problem of finding the 
meals which are at once palat- 
able, satisfying, and at the same 
time, conforming to dietetic 
principles, is the task of this 
department. At the end of 
each day the directors can 
know exactly the number of 
calories served to each worker 
and the nutritional values in 
hard and fast figures. 


Canteen Committees 


CCORDING to Industrial 
Welfare, the organ oi 
the Industrial Welfare Society, 
canteen committees are in the 
news, and some lively debates 
are going on, The following 
hints, gleaned from members. 
may be useful. 

The chairman of one elected 
committee asks each member at 
every meeting if they have any 
views to put forward from 


(Turn to page e.t, Oe ee 
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— | MAGNETA EVA 





\ uhá 


TA EQUIPMENT 





For particulars of installation write or phone 


THE MAGNETA TIME COMPANY L™ 


MEAD 
OFFICE 


GOBLIN WORKS, ERMYN 


LONDON OFFICE: 


53/54. HAYMARKET, $.W.1 





AVAILABLE FOR 
QUICK DELIVERY 





TELEPHONE 


WAY, LEATHERHEAD, SURREY asuman ‘seo ce LINES) 


TELEPHONE. ABBEY 2366-7 
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Workers 


should have access to all the advantages 


of a 


Cookers, 


canteen, 


burning 


ESSE Heat 


Storage 


continuously are 


ready for the demands of a night shift. 


Amazingly economical in fuel (anthracite 
or coke) they are particularly suitable 
for the canteen with a 24-hour service. 


N 6 comun st, W.1 - 11 LUDGATE CIRCUS, E.C.4 


* ore 
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LONDON SHOWROOMS 


tvbrroot fOMSURCH GLASCOW 
DTA PLACE © i; crrensog mace @ p coon steer. ct 


Mechanical wash- 
ing-up is a saving 


in time, labour 
and money, Hos- 
pitals, nstitu- 
tions, Canteens, 
Hotels, Schools, 
Works’ and the 
great Ocean 
Liners, * Queen 


Elizabeth’ and 
" Mauretania " 
have installed 
the Dawson 
" DELUGE ” 
Dishwasher, 


CATALOGUES 
AND ADVICE 


on installation 
plans FREE on 
request. Expert 
installation en- 
gineers will dis- 
cuss plans if 
desired. 





There are five standard models 
ranging in size from 2,000 to 15,000 
pieces per hour, One operation 
works the smaller models, two the 
larger, which are fully automatic 
The “DELUGE” washes, rinses 
and dries on exposure to atmo- 
sphere every article with hygienici 
thoroughness; sinks and towelling 
are dispensed with 


Enquiries (North) to 
Ventnor Works, Gomersal, Leeds, Tel. 
Cleckheaton 266, (South) to London 
Address, Roding Lane, Southend Road, 
Woodford Green, Essex. Tel. Wanstead 
0481. 


Dawson Bros. Lid., 


DAWSON 


DISHWASHER- 
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ANOTHER EFFICIENTLY 
EQUIPPED KITCHEN 





FFICIENCY, low run- 
ning and maintenance 
costs, coupled with 
ease of operation are 
just a few of the out- 


standing features of a 
“Stott? planned and 
equipped canteen. Our 


Engineers and Planning 
Department are at your 
disposal to design and 
equip your Canteen to 
suit your individual re- 
quirements. Illustrated 
literature on application. 





“Stotts” of Oldham 





PERSONNEL 


SHAN 
Bll Vrind 


IMPERIALHOUSE (Dept,A.6) 
15-19, Kingsway, London, 
W.C.2. 

And at Birmingham, Bristol, 


Liverpool,Manchester, New- 
castle, Glasgow (Agent) 








PROTECTION 
by PENFOLD 


Nothing to equal Penfold Chain 
Link Diamond Mesh for all en- 
closures, Store and Factory par- 
titions, Machinery guards, Con- 
veyor belts and many other in- 
dustrial applications, All types 
of metal fencing and light steel 
stfuctural work, Ask for 
particulars. 


PENFOLD FENCING Ltd. 
DEPT. 26, IMPERIAL WORKS 
WATFORD. - TELEPHONE 2241 
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instal Shannograph for 
accurate filing, 20%-30% 
faster, Folders hang, can- 
not slip or ride. Flat-top, 
full vision indexing per- 
mits instant location, 
infinite variety of index- 
ing and fixed or movable 
signalling on the Visible . 
Edge for Works Progress, 
Contract Progress, etc. 
Frames fit any standard 
filing cabinet or deep 
desk drawer. 

To comply with Paper Control 


Order 48, send ld. postage 
stamp for leaflet, 





























When you write or type keep in 
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Labour Department 
Records 


(Continued from page 30) 


that of the labour office. 
Having received their copy of 
the engagement form, the 
clinic types the clock number 
and name of the employee on 
their own turned-up master 
card, which carries the same 
departmental grade and age 
identification numbers on its 
visible margin, 

The engagement form is 
folded over the master card, 


and reveals on its other side 
| provision for recording a com- 


plete medical history, notes on 
rating, and departmental trans- 
fers, 

_ An additional card, compris- 
ing a comprehensive opthalmic 
record, is inserted in what is 


termed the “ facing. position,” 


| 


t.e, back to back with the 
alphabetically previous em- 
ployee’s record. Coloured sig- 
nals are inserted over the 
appropriate numbers as in the 
case of the labour office record. 
For every master card made 
out by the Clinic, the dental 
department make out a special 
one of their own which gives 
particulars of treatments re- 
quired and received, 

A special facing card is in- 
serted, bearing a diagram of all 


i teeth, so that fillings old and 


new may be plotted, and ex- 
tractions noted, On the visible 
margin of the master card are 
typed and visible the employee's 
name and clock number. Printed 
are I to 31 and January to 
December scales, over which 
signals are placed to indicate 


at sight the day and month 


received by the time and wages 


Everyone's Guide to Punctuation | 


CONTENTS 
The full stop, The Point of Inter- 


rogation, and The Mark of Ex- 


clamation — The Comma — The 
Semicolon—The Colon, and The 
Dash—Marks of Parentheses or 
Brackets — Inverted Commas — 
Omissions —Italics—The Hyphen 
—Further Notes on the Full Stop 
and The Dash—Use of Capital 
Letters—The Apostrophe and the 
Possessive Case of Nouns. 
Price 1s. 6d. Write for your copy now. 
HENDY (Dept: B) 
44 Toronto 


when the patient is next due 
for treatment, 
The Engagement forms when 


department and foreman are 
filed in ordinary ring binders. 
ll visible records are filed 
alphabetically, the sexes being 
segregated by the use of 
different coloured master cards 
and engagement forms. 
ere then, is an excellent 
example of an enlightened 
firm with a labour department 
operating in harmony with well 
equipped medical, dental and 
ophthalmic departments, 
Properly conducted labour 
departments and health clinics 
will play a yet fuller part in 


Road, Hortield, Bristol, 7. post-war industry, 
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In the washrooms of 
modern industrial and 
municipal ofganisations 
will be found IBCO 
SHIFT — antiseptic 
for the hands, 
moves stubborn dirt 
leaving the skin silky- 
soft and germ free. 
Because it cleanses 
thoroughly IBCO SHIFT 
ends risk of septicemia 


and undetected metal 
filings in cuts and abra- 


sions. Our labora- 
tories have prepared 
several grades —- one 


specially for women. 





tations. 


IBCO SHIFT 


ANTISEPTIC POWER 
CLEANSER for the hands 


A. IBBETSON & COMPANY, STEVENAGE. HERTS 
FOR OVER A QUARTER OF A CENTURY 


the makers of Guaranteed Products 











V LiKe 10 SEE 


HAPPY WORKERS 





Happy and ALERT workers are keen on 
their jobs—ALL THE TIME. They keep 
production going along at full speed. Can 
you say the same about your workers ? 
Instal EVERTAUT steel works seating to 
give [correct spinal support to get the 
most out of every man-hour. 






Enquiries invited from firms 
on Government work, 


EVERTAUT LTD.,Walsall Rd- 
Perry Barr, Birmingham 22. 


EVERTAUT 


— LIMITED — 





PRODSITTORS 
- > ai. 


STEEL WORKS SEATING "a 
KEEPS WORKERS ALERT 


EA 
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power cleanser cream | 
It re- | 


from embedded grime | 


Write for bulk quo- 








consult 





Engineers to the Catering Industry 


Offic es- 
44 BERNERS STREET, LONDON, W.1 


Works: Acton Lane, Harlesden, London, N.W.10 


Guer 


TRADES & PURPOSES 





BOILER SUITS 
e 


BIB & BRACE 
OVERALLS 


a 
COATS, JACKETS, 
APRONS, etc., for 
MEN and WOMEN 








Write for 
| PRICES and 
| PATTERNS 


RIGMEL SHRUNK 


Garments are in Khaki, Blue 

and Grey; preshrunk, which 

guarantees against shrinkage 
in the wash, 


ie 


H. WHEELER & COMPANY LTD. 
| 107 London Road, Plaistow, London, E13. 


Phone: GRAngewood 4071 (5 lines) 
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LIGHT where you 


want it and how you 
want it with the 


SUPREME: 


EMERGENCY LIGHTING 


The SUPREME 
— — EMER- 
GENCY LAN- 
TERN was only 
designed after an 
exhaustive study 
of A.R.P. needs— 
that is why so 
many official 
bodies have given 
it an enthusiastic 
welcome. 
of adjustability en- 
sures adequate 
light in any posi- 
tion, moreover, 
being pivotal on 
its own stand, it 
leaves both hands 
free for working. 
The *' 999 "" oper- 
ates from a 6-volt 
standard battery. 





“SUPREME” POINTS 


STANDS OR HANGS 








Its ease | 


REMEMBER THESE | 


WITH LANTERN 
CANNOT 
BODY FREE TO 
FALL OVER piyot ON ITS 
OWN FRAME, 


COMPLETELY 
SELF - CONTAINED, 
MADE OF ROBUST 
PRESSED STEEL, 

ALWAYS 
FOR USE — SAFE — 
NO DAILY REFILL- 
ING OR CLEANING, 
USES STANDARD 
BATTERY—6-VOLT. 





WALL 
BRACKET 


L. G. HAWKINS & CO., LTD., 

30-35 DRURY LANE, LONDON | 
W.C.2. 

Temple Bar 5811 

— — — — —— — — 


Phone : 


READY | 
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Tips on— 


OFFICE 


and SALVAGE 


Saving Printing Metal.— 

Apart from releasing all 
old printing metal soon as 
possible, savings can be made 
in several ways: 

(a) Avoid having 
made of borders. 
type borders instead, 
Use type instead of 
drawn lettering when- 
ever possible. 

(c) Never combine two pic- 
tures or picture and let- 
tering in such a way that 
it wastes metal. 

More Rags Wanted. 

There is a decrease in rag 

salvage. Stewards should 
see that every shred of wool, 
cotton, sacking, canvas or any 
other textile is saved for sal- 
vage. Save unusable rope, 
string and twine also. 

Belting.— Make sure 

no old rubber or balata 
belting goes on to the waste 
heap, It is urgently needed for 
the war effort. 


4 192 Old Letters, 
quarto sheets of 
quality will supply 

waste paper to make a shell 
container for the 6-pdr. shells 
which knock out “Tiger” 
tanks. 


as 


bli cks 
Lise 


(b) 


that 


— 192 
poor 


enough 





ECONOMY 


= One 250th of an Inch.— 
9 L.P.T.B. save 470 tons of 
paper yearly by reducing ticket 
thickness by one 250th of an 
inch. This would make over a 
quarter of a million shell con- 
tainers, 


Half a Hundredweight of 


Clippings.—The value of 
saving unconsidered trifles is 
shown by the fact that ticket 


collectors’ clippings swept up at 
certain stations produce halt-a- 
hundredweight for waste every 
year, 


7 Salvage has been raised 
to the status of a science 
at General Aircraft Ltd. The 


salvage officer leaves nothing to 


chance; he has provided a 
separate container for every 
class of waste product. There 
is a wire basket for waste 


paper, and old tins for old files 
and hacksaw blades, waste rope 
and string, rags, oily rags and 
high-speed steel scrap 

He found that it was not 
enough to provide these, so he 
staged an exhibition outside one 
of the shops, as shown in the 
illustration. This dramatised 
method of driving home Ins 


appeal proved most successful. 
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LIGHT ON THE SUBJECT OF OFFICE ILLUMINATION 


Metrovick 5 ft. 
FLUORESCENT 
TUBE 


The illumination whi 
comes from thi Met: 
vick Fluorescent Tubi 
helping to increase pri 
duction In esseni 
factory drawing office 
draughtsmen are findi 
that mistakes are elimi 











ated, energy conserve 
and eye-strain jesseni 
by the glareless light 


which falls softly on 

the vital work in hand 

The 8o-watt 5 ft. Fluo: 
escent Tube is service 
by the Metrovick 1il 
minating Engineers, WI 
not consult them now? 





The photograph shows an installation of 
continuous troughing in a drawing office 





METROPOLITAN-VICKERS ELECTRICAL CO. LTD., NUMBER ONE, KINGSWAY, LONDON, W.6.2 
EER SST SAE e STS AN E T S seam * 


NO MAN GAN KNOW TOO MUCH 
OF HIS PRODUCT 


The Ultra Lens is a reveal- 
ing eye of six actual dia- 
metrical—36 area magnifi- 
cations, which brings out 
points of strength or weakness, 
Whether you are engaged in 
manufacturing, buying or selling, 
it is an ally of real value. No 
instrument you can buy will more 
quickly justify and pay for itself, 


For the close scrutiny of every 
conceivable object, metals, tools, 
fabrics, fibres, minerals, precious 
stones, paint, print, manuscripts, 
























biological and botanical speci- FISHOLOW Cycle Parks solve the 
* mens, cutting edges, fractured bl f both — 
7 surfaces, raw materials, and in- storage problem for both you and your 
= numerable other purposes, the J | employees. For you——space is con- 
© ULTRA LENS is invaluable, and served ‘and orderliness preserve ed : for 
x presents in many instances l , | : 7 
t- hitherto unsuspected data which your empioyees —protection to their pro- 
x čan be used to advantage. perty is provided. —— satisfac tory. 
* The price is £4-5-0 complete in 9 | Types to suit all site 
w 


cas ith spare bulb, battery and j 
case with spare bulb, battery and f| FISHER & LUDLOW LTD. 


transparent measuring | 
(During the War, the ULTRA f| (G Dept.), Branch Works, Rolfe St., Smethwick. 
LENS can only be supplied to 
Firms or Persons engaged in ~~ 

natienal work.] CYCLE |í s i| PARKS 


The Ultra Lens Company 
RICHARD BOCK 


British Made 





Full particulars 
37 Finsbury Court, Finsbury Pvt. 
— a £.0.2, Phone: Clerk 1858 
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Canteen Committees 
| (Continued from page 46) 


| their department. This com- 
mittee has also made the ex- 
cellent rule that complaints 
may be followed by construc- 
tive suggestions for improve- 
ments, 


Meetings should be regular 
and not called just to deal with 
complaints. 


Some canteen managers make 
a report to the committee, giv- 
ing information about impend- 
ing changes in Ministry of 
Food regulations. If this plan 
were adopted many complaints 
would never arise, 


The chairman sometimes 
puts before the members special 
requests for co-operation from 
the Ministry of Food or other 
Departments, 


“ Cafes and restaurants don’t 
have committees of customers, 
why should I?” say many cater- 
ing managers, who pride them- 
selves that ‘they can face 
1. The injured worker returns to work more quickly. difficulties without the cus- 
2. He is contented and free from anxiety tomers knowing they exist, as a 


because he receives . . 
good hotelier would in peace 
1. Immediate Medical Attention and time. But we are not at peace. 


2. Prompt payment of Compensation, and war-time catering demands 


“The employer, by insuring with the “ Midland Employers,” obtains full | speci sure 

-cover under the various Workmen's Compensation Acts and at Common pecial measures, i 

ae s a ey of —— — sone pens ratio a the Sagar “I don't ask to advise fore- 
‘is oO 1 as compa w e n 6 case of many other . 

‘Companies, "It will be to your advantage to apply for rates of Premium MEn and —— —— now to 
and full particulars to— do their job, why should they 


interfere with mine?” is 


Midland Employers’ , another frequent question, and 


the answer is that the canteen 





THE MIDLAND EMPLOYERS’ MUTUAL ASSURANCE 
Ltd. has the largest Nett Workmen's Compensation 
Income of any Company Underwriting this class of 
business in Great Britain, They cover millions of 
Factory Workers, and their unique system and special- 
ised knowledge, developed over a period of 40 years, 
enables them to get injured workers back on the job 
with a minimum loss of time. Hence, millions of 
working hours have been saved this year alone. 


This specialised system ensures that:— 


MUTUAL ASSURANCE LIMITED —— the dally lines 
s — | t j i the 
Head Office: Waterloo Street, Birmingham, 2. — AASER TA shag aenta 


Branches at—London, Bedford, Belfast, Brighton, Bristol, Chelmsford, by their output, 
Exeter, Glasgow, Gloucester, Hanley, Hull, Ipswich, Leeds, Leicester, 


L'pool, Maidstone, Manchester, Newcastle, Newport (Mon.), Not’ham, Committees must give as well 
Reading, Scunthorpe, Sheffield, Southampton, Swansea, Truro. as take, and a good manager 
General Manager: Allan S. Barnfield, O.B.E. | will see that they help him to 

PREMIUM INCOME EXCEEDS £2,350,000, | do his best. 








The ALACRA 


retractable Pinwhee! 
Platen fitted toType- 
writers, Tabulators 
and Addressograph 
Machines ensures 
precise alignment 
over multiple sets 
of forms and saves 
time and labour in 
operation. 





Obtainable only from: HEAD OFFICE: 


W. H. SMITH & SON LTD. Strand House, Portugal Street, 


BUSINESS FORMS DEPT., BRIDGE HOUSE, LAMBETH, LONDON, S.E.! London, W.C.2. 


SAFETY 
SPEEDS PRODUCTION 


—while every injury means 
loss of man hours 


THE entry into industry of 

thousands of new and inex- 
perienced workers makes it in- 
creasingly dangerous to be 
without Safe and Secure Wire 
Guards. 


Broughton’s are working hard to 
meet the need for strong, reliable 
Wire Guards that occupy mini- 
mum space, that don’t obscure 
the light and permit quick and 
easy access to the machines. 
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PODAL YA 
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25 years’ experience in the 
design of Safety Equipment 
is offered by 


J. BROUGHTON 


Industrial Safety Engineers 
Security Works, Vere Street 
BIRMINGHAM 5. Po" 
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Iț inch Bar feed “SOUTHWARK” CAPSTAN ) 
LATHE (fully motorised) poblem — 
ily t 4 RU now 
C. H. JOYCE L™ || 4 * 
40 Monkton Street, | Burgess Bocluctt lompong 


LONDON .- S.E.II 


| 
| 
Telephone: Telegrams: | 
RELiance 1437/9. SURFACING, LAMB, LONDON l 


ARE YOU TIED BY THE 
“OLD SCHOOL TIE” 


when the Power 
to SPEAK 
can free You! 


A recent controversy suggests 
that there are two types with 
an ‘Old School Tie” com- 








it can help them on in life, 
and those not entitled to 
wear it, and who believe that 
that must keep them back. 
BOTH ARE WRONG ! 

For the road to success—in 
whatever sphere you choose, 
whether business, social life, 
factory work, or the Services 
—tlies indisputably with your 
ability to SPEAK; not just to 
my words or what is in your 
mind, but the power to put 
sis: your thoughts into that force- 
Pea ful or persuasive speech which 
alone can help you to advance 


i ł i ill, 

EFFECTIVE SPEECH IS THE You may be able t wear the 
"oO Sche " an ʻe 

KEY TO SUCCESS IN EVERY find this sae of the subieata 


your high education didn’t 


CAREER touch; you may not have had 


he advantage of a Universit 
For the chances are that you yourself have — ed still win youd 


‘the power of effective speech in you, just way through to the really Big 
as much as those orators and leaders in all Things of Life! 
walks of life who have secured their posi- 


tion through that supreme confidence en- LEARN ABOUT - THE 


gendered by their knowledge of how to use 
their words to the best advantage, and NEW EASY METHOD 


how to play on the emotions of their A unique book, entitled ‘How 


listeners, to —— vosen wie 
Words," explains ow oO 

WHAT THIS BOOK WILL acquire quickly the ability to 
SHOW YOU speak effectively, develop 


atidress ise, personality, and how 
— y9 business meetings. to banish timidity, self- 


How to promote business through speech. pines hari and lack of 
conhdence, 
How to train your memory. 


How to make the right impression, POST COUPON NOW 
How to propose and respond to toasts. FOR THIS AMAZING 







How to make an announcement. BOOK 
How to write better letters. an — 
a subsequent ‘ 
How to enlarge your vocabulary. Send 2d. in sea HP 
THE SPEAKER'S CLUB 
How to develop self-confidence. (Dept. B/ES26), 
How to acquire a winning personality. MARPLE, CHESHIRE. 
SA — — — — — ae 
THE SPEAKER'S CLUB (Dept, B/ES26), ’ 
MARPLE, CHESHIRE, } 
l! Please send me your inspiring book, “ How j 
{ to Work Wonders with Words,” and subse- } 
Í quent literature. I enclose 2d. in stamps. ; 
i nT T E O MAd ) 
í PEEPEPICINEIES NORE, TAR 
ee ae 


| 
: 


plex—those entitled to wear | 
“The Tie” and who believe | 
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Chief Buyer Shares Prog- 
ress Responsibility 


(Continued from page 23) 


be overcome. Before the war, 
no order was placed until the 
question of price was mutually 
agreed upon. Owing to present 
conditions, this is no longer 
possible. Time is now. the 
essence of the contract. 

The difficulty is overcome by 
this buyer by having the price 
of the previous order stated on 
the present one with a qualify- 
ing clause to the effect that it 
is subject to a rise or fall 
within a given percentage in 
accordance with the Ministry's 
authorisation. 

The supplier has the oppor- 
tunity of notifying any depar- 
ture from the price quoted 
when he returns the acknow- 
ledgment of order slip. As 
this document also bears date 
of delivery, he has to adhere 
to it unless he takes the oppor- 
tunity of stating that he can- 
not do so. When this slip is 
returned, it goes to the urging 
department, where their copy 
of the order is marked in red. 
This is one of the first signals ` 
the urger looks for. If the 
signal is not there within a 
week, he takes up the matter 
direct with the supplier, 

As each order is made out, 
copies are sent to: 

(a) The receiving bay. 

(b) The accounts depart- 

ment, 

(c) The department issuing 

the requisition, 

(d) The Ministry’s inspection 

officer. = 

Repeatedly item (c) has 
proved its value, as instruc- 
tions have been misinterpreted 
or loosely worded, or, again, 
something has happened subse- 
quently in the works which 
renders the ordered material 
unnecessary, 

In a large department where 
the ordering is deputed to 
several clerks, there is a danger 
of exceeding quotas of metal 
and other supplies. To obviate 
this a quota book is kept. As 
main Government suppliers, 
this firm has to provide its sub- 
contractors with the necessary 
proportion of ““M” forms, As 
each order is issued the weight 
of metal involved is recorded 
in the book against the bulk 
quantity, and the balance is 
brought down, 
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on itd || TIME RECORDER 
THAT IS DIFFERENT 





THE INTERNATIONAL 


TE re 


S uperelec trie- 





IT RECORDS TIME FASTER 


D 0 A \ . No wonder demand exceeds supply 


oman crt coer ADA J— a AN INTERNATIONAL TIME RECORDING CO. LTO. 
Mee AAR O Y Benetton” §— || 449 Serand WCS. TEMple Bar 5841 
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Machinery 


Guards 


MEASURED, 
DESIGNED, 
CONSTRUCTED & ERECTED 











MECHANICAL HANDLING 
eee ae ae 


CONVEYORS, ETC. 





Specialists in the Design and 
Manufacture of SPECIAL PURPOSE 
Machinery and Industrial Equipment. 


MAYFAIR 3227 









TRAYS, SCREENS, 
PANELLING, GUARDS, Etc. 


F. W. POTTER & SOAR LTD. 
PHIPP STREET LONDON, E.C.2 


PROGRESSIVE ASSEMBLY 
| 
| 
| 
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INDUSTRIAL CONSULTANTS 


INDUSTRIAL MANAGEMENT AND EQUIPMENT 56 


How to Preserve WOOD F LOORS 


Under War-time Conditions 
by Our Own CORRESPONDENT 


T= current problem of the ported, and it is a bulky article, 
shortage of materials has its shortage has been more 
called for an overhauling of keenly felt than most com- 
methods. This applies to all modities. 

«types of floors, especially those Added to this, the wear on 
constructed of wood. As the floors has been intensified 


majority of our timber is im- through the war years. This, 





RE-PRODUCTION 





. so vital in all 
operations that Gov- 
ernment Departments deg 
and firms on essential 
work have first claim 


EQUIPMENT. 
Time-saving in the 
duplication of re- 
ports, specifications, 
precision charts and 
graphs, and the use: 
of colour for clarity 
and emphasis, put 





- 

igrap on War Service from the start. Even so, 
we can still give you full information about all our models, 
arrange demonstrations and book orders for post-war Priority 
Delivery when Peace—and no one knows how soon—brings 
urgent demands for the finest aids to efficiency, 


OT 


ROTARY REPRODUCER 


MANUFACTURED BY 


FRANK-R- FORD LIMITED 
FORDI WORKS -SYDENHAM R? - SPARKBROOK -BIRMINGHAM 1 





BUSINESS for 


means that we have had to 
pay more attention to the pre- 
servation of those in use. 

The four principle modes of 
using wood for flooring are: 


1. Floor boards; pine, oak, 
maple, etc. 

2. Wood blocks; treated in 
various ways, ‘such as kiln 
drying, pressure creosoting. 

3. Parquet flooring. 

4. Wood composition; Taid in 
situ or prefabricated. 


Before any of these can be 
used, a Board of Trade permit 
must be obtained. Although 
we can, to a certain extent, 
alleviate wear by coverings, we 
should do all within our power 
| to prevent the ravages -of rot. 

Dry rot; what is it? 


| Actually, it is a species of 





fungi which feeds on the cellu- 
lose in wood when conditions 
are favourable. You have seen 
the surface of your floors, 
which are apparently quite dry, 


start to crumble. Actually, it 


is the under surface that is 
damp, 

Damp rot, which soon shows 
itself, is easy to trace, Its 
remedy lies in finding the source 
of the trouble, The causes of 


| wood rot are as follows: 


1. Rising damp through 
faulty damp courses. 

2. Lack of air under the 
floor. (This applies to 
ground floors.) 

3. Immature timber. 

4. Moisture dropped on to the 
floor, and impronerly mop- 
ped up, especially if lino- 
leum is laid and the wet 
has seeped under. 

s. Fungi and all species of 
wet and dry wood-eating 
insects which feed on the 
natural cellulose in wood. 


If your trouble lies in a 
faulty damp-course a specialist 
should be called in immediately. 
It will possibly involve a major 
operation. Dry rot, through the 
lack of a current ‘of air under 
the floor, is more easily dealt 
with, Air bricks are included 
in all buildings where sus- 


pended floors are to be em- 


ployed. But even the best 
builder cannot prevent his air 
bricks being choked up after 


he has completed his job. 


If you suspect this sort of 


| trouble with your floors, the 


| 


first-aid job is to inspect all air 
bricks. You will quite possibly 
be surprised to find the heaps 


(Turn to page 60) 


APRIL, 1943 


FAIR - PLAY for 


TN | 
Machines 
W orkers | 











The first essential in assessing costs, wages, 
bonuses and profits is—facts. Facts about 
potential capacity of machines, efficiency of 
individual workers, actual performance against 
guesswork, 

Recorders give you these facts. They 
record accurately and automatically every time 
a machine stops or starts. You can have these 
facts to plan, assess, estimate and reward. They 
ensure fair-play for the efficient units in Industry 
—they reveal the weak spots. 

Write for full details of these inexpensive 
aids to efficiency. 








RECORDERS 


FOR MACHINES AND LORRIES. | 


SERVIS FECORDERS LIMITED BOX AB. 
Northgate House, 19 London Road, Gloucester, England. | 








Post Offices 


| War upon all large employers. 
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No. 5 of Series 
Saving of 
Labour at 


The fact that the Post Office is State-owned 
does not relieve it from the calls made by the 
Of a pre-war 
staff of 275,000, many thousands are now 
serving at home and abroad in the Forces and 


Civil Defence. 


But still some 24,500 Post Offices throughout 
Great Britain must be kept in being, Indeed, 
the War has brought new responsibilities to 
every Postmaster, rationing and clothing 
coupons, Service allowances, pensions, etc., al! 
have meant more work. 


The User of a Postal Franker is lending a very helpful 


| hand by relieving Post Office counter clerks of the task 


of issuing and checking loose adhesive stamps. He, at 
least, is not adding to the burden of the dally sale of 
some twenty million of these often troublesome 
elusive bits of sticky paper ! 


nd 


For Postal Franking machines print the correct 
postage denomination and postmark date on 
letters, postcards or parcels at a speed of from 
2,000 to 3,000 an hour, saving labour, simpli- 
fying handling, and encouraging efficiency all 
along the line. The return of peace-time con- 
ditions will see this system adopted more and 
more, and we shall then be happy to supply th: 
equipment needed, 


Do YOUR bit. 


Address your letters plainly and post early 
in the day. 
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1/7 CANONBURY STREET, LONDON, N.I! 
Tel.: CLissold 3613/5 
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Where WAGES 
are paid direct to 
the employee or 
previously placed into 
envelopes, tins, or 
other receptacles, a 
Coin Paying Machine 
is of great value. 


Full particulars from: 


R. A. L. Ltd. 


41 Furnival Street, 
E.C.4 


(HOLborn 2179) 


CANTEENS 
FACTORIES 


OFFICES, ETC. 
ETC. 


We will gladly send an 
expert to discuss your 
canteen, factory, or office 
flooring problem . Aa 
where. sany time, : 

obligation, lease Es 


f 


he Great Metropo titan Flooring l 
3 Kinnerton SESW Sloan ; 


to:— 
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Taking the Job 
Worker steps-up Output 


(Continued from page 21) 
run on 


based on 
in the 


The workshop is 
well-organised lines, 
the system adopted 
parent factory. Nearly 100 
women are employed — there 
are no- men—and all, except 
four who are on full-time, 
work 22 hours a week, on a 
double “ half-shift” basis. 
four full-time women under- 
take supervisory duties. 

One shift works from 9 a.m. 
to 12.45 p.m., and the other 
shift comes on at I pm., fin- 
ishing at 5.30 p. m. The morn- 
ing shift works six days a week 
and the afternoon shift five. 
Cards are punched in the usual 
way and payment is at the 
recognised rates. 

The majority of the women 
are under no compulsion to 
work, having volunteered to 
do what they can to help win 


the war—and they work with | 


a will. They attend regularly 
and they arrive punctually. 


f 
Life is made brighter by the 
music which is provided at in- | 


tervals—not all the time—by 
means of the radio-gram, and 
there is always a cup of tea 
and a snack to which to look 
forward during each shift. 
This is made in the kitchen by 
a woman, who also does other 
jobs, and served without wast- 
ing too much time, 


Methods and 
Equipment are Employed 


Parts are received from the 
main works, in the stores, 
where they are issued to the 
assembly benches. Fitted plugs 
and sockets are placed in trays 
and passed along the shelf in 
front of the assembly benches 
to the viewing bench, where 


spection before being released 

for dispatch to the parent 

factory in the firm’s van, 
Production is controlled by 


| they are given 100 per cent, in- 


ithe main factory through the 
J in charge, and the 


workshop is visited regularly 


by a member of the factory | 


management. 
small difficulties in the early 


days, but these were quickly 


overcome and production now | 
proceeds quite smoothly. 


to athe | 


The 


There were some | 





BUSINESS for 
AX OURSELF 
| A'L? YOUR 


Specialists in 
CHANCE-OVER SCHEMES 
— PRONSSIIN 


— oe 


SHOP PLANNING 


JIG & TOOL EXPERTS 


Record of Fine 
Achievements behind us 


INDUSTRIAL DESIGNS [' 


EAST STREET - WOLVERHAMPTON 


TELEPHONE — 23323 





IMMEDIATE DELIVERY 


INDUSTRIAL SEATING 


THE “ KEMOLO” STOOL AND 
LOCKER COMBINED 
Pat, No, 636472 
Model 2 as 
illustrated 
25/- 
Extra large 


special seat 
With 
padded 
seat 30;- 
Other 
Mode!s 


from 
16/- & 20/- 


@All meta! 


own 
heights 
Also strong 


steel works 
stands with 
three 


shelves, 
unbreak- 
able, 2 lm 


| “KEMCLO’’ HARDWARE CO. 
55 Netherwood Street, London, N.W.6 
i MAlda Vale 1331 
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Just as “ The Genius of Poetry.’ 
ae OFREX A — cark 


paria | 


These iMrbons . are a i pre Br 


general features are non-curling. g è 
-clear-cut impressions, suitability ‘for 
machines for few or multi copies, : and 


As — of our _ claims: we make, — this. 


lee satisfied. p return ares 

no obligation. On the other hand if, 
factory we shall charge it to you, | a nd 
your repeat orders. 


OFRE) 


IS 16 NEWMAN STREE] 


pe ei — de⸗ 

d Staffs by the right use of 

S$," the antiseptic si 
"recommended 


$ It 
cafe e! ——— 

SPRAYIN 3 ROOMS, — Spray 
all offices and workshops with un- 
-diluted “SANITAS” at least once 
a day. If an epidemic has already 


| taken hold, spray more often. 


Freshens and purifies the air 


LEASING OXYGEN and 


treatment of Infectious. diseases: 
SANITAS- 


td, stamp) to: 


TELEPHONE: MUSEUM 8 


the odour of pine-trees ' in 


atmosphere 
MOU “and THROAT Y 
“SANITAS” contains Th 
recommended for this purpose b 
the Ministry of Health. Keep- 
bottle in the Staff Washrooms, 
and post instructions for use, —— 
AFTER FORK, — A ‘little. 
' SANITAS” added to the per- 
sonal wash after work is a wise 
precaution | against spread: 6 
germs, +4 — 
Widely — in “Hospit: ; 
stitutions and Public Buildi gS. 


THE SAFE 
ANTISEPTIC 


EQUEST-Valuable War Memorandum y H pre | 


* rite 
‘CO, ETD; 





Bus/4, e Clapham Road, London; p: Wd. 
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į -anà talk "on 


YOUR. MENTAL ORGAN. 
Fi RST-CLASS ? 










ah: and organise ? 
— talk con- 
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ersonal success. 
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‘| po You HAVE PERSONAL 
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A i which has developed in others (a) mental 
“personal courage, can be YOUR blue-print 
Send for FREE Booklet NOW 





i; without any. obligation, 
ISM. 


concrete and the flooring nailed. 
straight on top, thus leaving 
no space for the air to circu- 


late. Here conditions are ripe 


for this sort of trouble, 
Vast quantities of timber are 
now being used to erect tem- 


SQUARE 





CTS? 
* shut-in’? 






per- 













sonality 7 








Are ou handicapped by 3 
marked shyness, inability to 
£4 mix 3+ 7 





Are you a prey to fears, 
worry, weariness or depres- 
- gions ? 
Do you suffer, even slightly, 
from inferiority complex ? 













JES mind wander’ ? 
Do you lack mental energy ? 
Do you put off important 
: decisions ? j 


„Are you overlooked 
race for promotion ? 


Do you day-dream ? 


Do you require a mental 
tonic ? 







in the 
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cham Mesto 


| cus | p 
tight into ‘the. natural cellulose 


quality of flatness may 
regarded as 
where linoleum has to be 
© this factor affects the life 


| When this covering is laid on 
; uneven boards it will deterior- 
Very 


ate within three months, 
soon every notch: x il 


it saves the tread, but if: t 
2 boards are not fat > 18-6) 
{no avail. 
y. diversity 


PEIROT: satis —— 


thelr aia y 
not afford the extra expen 


— nnnap imainan aenn 





< ‘them. Fae works staff. Maybe a bull diag. ef 
ih ¿with a concrete floor has been vativ a 
converted for office or canteen org: 
' use; battens were laid on the- 


ts: $ pores faust’ l 


















in the - wood and. render it 


‘inedible to all forms of weto. 


and dry fungi and Woodeating: a8 
insects, — lo 
Seasoned timber“ is better — 
than new wood, so rather. than 
trying to renew a worn floor 





another idea is recommended,- 
The old one can be planed and 
sanded. This, carried out by 
experts, gives a new surface 
which possesses the advantage 
of being absolutely flat. 









To the casual observe 


‘important, 


lino, to a remarkable extent, 








right through, 
that stick up are st 
times the wear q 
the material. Wh 

is laid dead flat it will last . 
many years. Consequently, the 
cost of surface dressing 1 | 
an economy in the long run. 





Some people Jay. felt. “andes | 
lino, under the i impression. that: i 






There is also a. o> 
of opinion ; on the ~~ 
question of | tacking or gluing, 
but either method is satisfac- 


tory so long: as sufficient time 


is allowed when laying, for the 
linoleum. to stretch to its — 
natural state. — MEE 


A flooring. contractor gave 
me an instance of the prevail- = 
ing prejudice aga g 
extra capital o 
levelling, ae 

















ee “so The 


Within three weeks the st 
of the seams in.the wood could | 
be seen in the linor and within ~~ 
eighteen months — floor had 
to. be. recovered, - 
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One Machine Does Work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with “ Fanfold ” Continuous Form Adapter, 
because the many time and money-saving methods of 
the Continuous Form Billing Machine are added to all 
the advantages of regular typing. 

* Fanfold " Continuous Forms typed over our Attach- 
inent effect savings in Billing time and costs, ranging 
from 17% to 78%, without affecting the operation uf 
the typewriter for regular correspondence and other 
purposes. 

** Fanfold " Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of 
construction and operation, there is nothing to get out 
of order 









TRADE mann 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone: GlAdstone 5477 (3lines) 





288 WAR SERVICE 


“This very real and valuable service includes 288 Superfine 
Manifold Banks and Bonds in 17 tints and 288 Super- 
calendered tinted writings in 9 shades. 


Ask your Printer, Stationer or Paper Merchant for T. & G. 
paper, consistent in quality, thin and durable. Extensively 
used in commercial offices ; comprehensive colour schemes 
for systems and general organisation. 


Samples supplied and advice given. 


a Business conducted through 
3 the usual trade channels. 


BRITAINS LEADING 
COLOUR MILL 


<> THOMAS & 
=> GREEN LTD. 


SOHO MILLS, WOOBURN GREEN, BUCKS. 
London Office : 3 TUDOR STREET, E.C.4. 





Telephone: Bourne End 288. 
Telephone: Central 3824. 
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CARBON 
PAPER 


‘Waxcralt 
tants lng 


Samples and details from 


STANDARD OFFICE SUPPLIES [° 


FARRINGDON ROAD LONOON BCL 


| ( Tel: CHAncery 5561 4 Lines) 
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F nstruction 





and 






Nameplate 
ie 


Speed 


= 
— Production 
7 
| with 
“w TRAPINEX 
apply p 
Brilliant RER ANSFERS 
your production is held up for metal or 
effect other nameplates and instruction labels. 
Ege oe ama SEAPIK Faint TRANGKESS will solve 
: your problem speedily and effectively. Pro- 
Lasting duced in durable paint in slide-off and 
i other types in any size or colours, 
service Trapinex Paint Tgansfers can be applied 
fa - much quicker than metal labels and give 
lasting service, Equally effective on metal, 
Any size glass, plastics or any smooth surface 
| us specimens or details of your 
Or COIOUr requirements, quantities, etc., and we will 
— — gladly quote, 
Inex- 7 
— TRAPINEX LTD. 


8 Commerce Works, 43 Commerce Rd. N.22 


| 
| REE 0 WES PARK 62559 
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EXTRA PROFITS 
MADE ON SALVAGE 


Though the price of salvage is 

higher to-day than ever it was, 
no industrial concern will care to 
miss the opportunity of making a 
better profit still. 

A fibre substitute for baling wire 
has been invented which enables any 
baler to save 20 per cent on the cost 
of his waste-paper baling. That 
amount becomes an extra profit on 
the waste he bales, besides enabling 
him to save steel for the victory 
drive, to the extent of three times 
the weight of the substitute used. 

This fibre substitute for baling 
wire is marketed under the name of 
* Balax.” It is stronger than the 
i4-gauge wire normally used for 
baling and can be used in any baling 
press, 

‘Balax"™ is used very extensively 
by salvage authorities and munici- 
palities, who are pocketing the 20 
per cent saving its use effects, as an 
extra profit on every bale they 
handle, There is no earthly reason 
why every manufacturer should not 
benefit similarly. 


INDUSTRIAL INSPEC- 
TION BY X-RAYS 


Inspection by X-Rays in in- 

dustry is now being adopted, a 
noted in Bustwress last month. An 
example of this is the new M.100 
industrial X-Ray unit. 

The equipment consists of an H.T, 
Transformer, a Shockproof and ray- 
proof X-Ray tube and a portable 
control table. The shockproof X-Ray 
tube is provided with forced air 
cooling and connection to the H.T. 
Transformer is effected / means of 
two shockproof H.T, cables 

The H.T, Transformer is accom- 
modated on the base of a mobile 


trolley, and the shockproof X-Ray 
tube is mounted on a vertical 
column, provided with universal 


movements so that the X-Ray tube 
can be angulated in virtually any 
direction, 

For ease in transportation, the 
control table is mounted on an angle 
iron frame over the H.T, Trans- 
former, and can be removed and 
placed if desired, on a bench in an 
adjoining room. Alternatively, the 
frame, which Is also sonaia can 
be used as a stand. Connection to 
the MA.T. Transformer from the 
control table is made vin a multi- 
core cable, 

This type of equipment is capes 
of delivering up to 100 kVp, and the 
controls are of a very simple nature. 
With this equipment “tt is possibie to 
examine up to jin, steel and din. of 
aluminium by the radiographic 
method. It is eminently suitable for 
the inspection of thin gauge spot 
welding, electrical assemblies, 
aluminium and magnesium alloy 
castings and plastic inaterials. The 
unit design of the equipment readily 
lends itself for incorporation in a 
conveyor belt system for the inspec- 
tion of such commodities as sparkin 
plugs, confectionery, cartridges and 
moulded assemblies. 


This industrial inspection 
X-Ray unit is mobile. 








HOISTING WINCH WITH 
AUTOMATIC GRIP 


Here is a handy winch that 

automatically grips at any posi- 
tion, Its name is Limitax, and it is 
found most useful for raising or 
lowering by hand small machines, 
tools or are lamps. 

When the handle is wound to the 
desired position, it can be with- 
drawn, and the winch, with elastic 
grip, automatically grasps and holds 
the load firmly. 


A MECHANICAL 
GAUGE HANDLE 


When threaded components have 

to be gauged, it is usually a 
comparatively slow hand operation. 
The Edgwick ene ig Handle 
steps-up the operation by no less 
than three times; moreover, it is not 
so fatiguing to the operator. 

The unit is self-contained, and an 
electrical equipment for 440 volts 
A.C. is included, The screw plug, or 
ring gauge is held by means of a 
sensitive spindle which floats end- 
wise in plain bearings in a suitable 
collet. 

It is adaptable for either right or 
left-hand thread gauge by a switch 
on the machine. 


NEW PAPER CONTAIN- 


ER FOR HEAVY LOADS || 


Containers made entirely from 

paper are now being used for 
transporting lead in bulk, Previously 
the lead was carried. in wood-lined 
metal boxes, but cardboard boxes 
with the corners reinforced have been 
proved tough enough for this 
purpose, 

As a test of durability,.one of these 
containers was filled with 90 lbs, of 
lead and sent on a 
journey. It returned in 
condition. 

A new type of “ plywood” is also 
being used for the making of boxes 
for heavy goods transport in the 


perfect 


10,000-mile $ 
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NEW —for the Office and Factory 


Services. It is made of a layer í 
poor quality wood of little ates for 
other purposes, sandwiched in between 
two sheets of specially treated card- 
board, and is remarkably strong, 


A TIME-SAVING 
WAGES CALCULATOR 


Articles have appeared in the 

daily press recently with regard 
to the large number of mathematical 
calculations required for working out 
wages and overtime in numero: 
industries, 

Warne’s Wages and Overtime Cal- 
culator, just published, has changed 
the system from the usual method of 
increasing the hourly rate, to à 
system of hourly values which ca: 
be clearly arrived at by reference to 
the chart at the end of the book, 
which gives practically all the rates 
in the various industries, and alse 
percentage rates, 

The book is Sins, by 6} ins,, and 
gives all figures in large type, Aà 
distinct advantage for instantaneous 
reference, 

This will save a tremendous 
amount of time in ——— at the 
total wages to be paid, including 


time and varying rates of overtime. 
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Dine no production: manager 
_ to-day-can afford to be at the. 
of a fluid labour supply, | 
ough: the present posi- 
hardiv ideal, the Em- 

of Women (Control 
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O ELGAMS M10. 
Automatic Electric Rotary, 











Astor House, Aldw 


as ete is very — akin to 


the horse has gone. Probably 


the worker will be directed to. 
other work, but that is poor 


consolation to the undertaking 
whose production programme 
has been upset by such sum- 


mary departure, - 











The tendency t Wander from 
factory to. fact 
selfish reasons, 
gerous ind 
reasons wł 
50 6essentia 
timers are ob 


the Nation 


— — 
work is 
ntil part- 
“apply to 
Officer for 


and. appliances are. proving th | 
lasting qualities year: — ear 


STENCILS ©- 
RIBBONS © 






Cc 


f Phone: dwy 


Olborn 5365. 
MAKERS. OF © 


BRITISH DUPLICATING 
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‘is ur : tly wanted for 
essen ‘tial war purposes! 
ALL Classes of PAPER 
are required such as: 


© BACK NUMBERS 

@ OLD CORRESPONDENCE 

@ OFFICE RECORDS 

@ CARDBOARD 

@ WRAPPING PAPER, ETC. 

e Also RAGS & STRINGS 
We can arrange removal 
in any district 


& C0. ("2% LTD. 

































8T, MARGARET'S, EAST. 
‘KENHAM, MIDDX. 


engrove. B577 and 5157 


and 
s , DEVIZES RD., 





PURCHASES ~ 
SALES 
QUOTATIONS 
LABOUR & WAGES 
PROGRESS 





“Robin” leaves. are usually ruled 
+ and. printed..to..customers’ individual 
requirements but a limited number of 
stock-pattern leaves are available. 


u Robin”. Binders to take the record 
4 leaves are made in ten sizes, in IF and | 
4 ay capacities, in buckram and pigskin 


— + och Looseltaf sheets for any 
' ae o: f binder can be supplied. 





WORKS, ARLINGTON | 


A popular poster issued by 
Pendock Publicity Led. 


then the Ministry's job is to 
bring home the point by 


forcible argument, followed by 


BWINDON, Wits, ——— 


the appropriate action. 


Legally, part-timers only 
those working 30 
hours per week or under. Any 
‘scheme exceeding this figure 
comes within the category of 
full-time employment. The em- 
ployer and employee are sub- 
ject to the Essential Work 
Orders in scheduled undertak- 


ings, and all parties come 
within the scope of both 
National Health and Unem- 


ployment Insurances Acts. 


The popularly o termed 
“ mothers’ shift comes under 


‘this heading, This elass usually 


works from 9 a.m, tl 3 pm., 
the hours thus conforming with 
school and day-nursery times. 
Where it is adopted it permits 
of the engagement of mothers 
even if they have young fami- 


lies, and certainly enlarges the. 


prospective field of supply. 


Whereas the part-time scheme 
does not generally imply the 
need of greater canteen space 
and facilities, any considerable 
number 


tion, if adequate or supple- 
mentary provision is not made. 


of workers recruited — 
for this shift tends to conges- 


Tt is logical to expect this. as ! 


the “ mothers’ shift” is merely 
a modified full working dav— 
starting later and finishing 
earlier. The worker, therefore, 
needs, and is entitled to, the 
canteen and welfare services 
available to the fulletimer. 


~vertising Ass 


— time. yt 
Quick service.—Box 
 Whitefriara 









turning its attention to er 
ployee magazines, following the 
lead given by the industrial 
Welfare Society and the Insti- 
tute of House Organ Editors 












CLASSIFIED — 
ADVERTISEMENTS : 


COST ACCOUNTING AND 
TIME STUDY i 
A well-established London. firm wishes 
to contact two persons of wide. prac- 
tical experience in the use. ofr 
{a} Modern Cost Accounting 
(b) Time Study, rate fix 
ning and progress, ` 
in order to advise if on ẹ 
developments. — 
The work could either be on 
sultaney or definite salary basis. 
Appheations from men b 
experience — preferably f 
undertakings—wili be treated in strict 
confidence by Prineipal (provided they — 
are accompanied . ie neh ta 
evidence). 


























such — 


this savor Pei Ser 
B/WLI, cjo Scientific 
Chiffords Inn, E.0.4, 


FOR SALE 


— — — — a 
Typewriters. Rem, Std. £28, Woodstk. 
£15, Rotaprint £150. Many Ise, leaf 
bke, half-price.—Est. Agnt., 34 Ghuroh 
Street, Hereford, 


Roneo Duplicator in “new: s condition, 2 
complete with various sete fof type ii 
Box 547, c/o Business, Whitéfriars 
House, Tallis Street, Londons — 







PUBLICITY SERVICE, 


Widely experienced Newspaper and- 
Publicity Executive (53) wishes torsolve 
YOUR difficult business problems. Can 
accept a few more clients by post or 
personal attendance, Would even con- -: 
sider really big full-time job with. 
scope and prospects.—Box 645, ejoo 
BUSINESS, Whitefriars House, .. “Talis — z 
Street, London, E.C. 4. 







Lo ndon 1 E, CG * 4, 


ner ‘Ltd 32 Aylmer Parade, 
Telephone: “MoUntview iS. 
London's Largest. Holders. 


1is7/8, a 





TIME RECORDERS ⸗ 











Staf Time Checking and Job Cos 
Time Recorders (all makes) for quick 
cash, sale, exceptional condition — `. 
Write, " Betarcol,” Box 345, c/o 
BUSINESS, Whitelriars Honse, Tallis 
Street, E04. a ba 





BUSINESS for MAY, 1943 








areata piRAGGn 


(BRITAIN'S BIGGEST FORM PRINTERS) 





arness the maximum power 


___@jjarbon-paper to your 


PRODUCTION EFFORT 
by using 


PARAGON CONTINUOUS SPEED 
STATIONERY 


GUSSTITUTING Paragon Continuous 
Speed Stationery for your ordinary 
loose forms often saves as much as 50% 
of your typist’s time—a vital labour 
economy to-day. The reason is that the 
insertion of the carbons and the regis- 
-tering of che forms is done automatically, 


instantly—there is no handling. 
l We make Paragon Fanfold, Paragon 


















Interfold, Paragon ‘Parabar,’ Paragon 
Pack Sets, Paragon Interleaved—any and 
every type of labour-saving CONTINU- 
OWS Stationery for use on Typewriters, 
Billing Machines, Tabulating << 
Teleprinters, Addressing 
Machines, and all form- 
using office machinery. 
Send Id. Stamp for 
leaflet (Paper Control 
Order No. 48). 





LAMSON PARAGON SUPPLY CO LTD * 
N WORKS, LONDON E16 


: - - - TYNE 
ASSOCIATED COMPANIES THROUGH THE EMPIRE 
USA REPRESENTATIVES. EVERY WHERE 


AND THE 


FOR anny STYLE... 


“A Ministry of 





IN THE 
AIRCRAFT FACTORY 


“The vital part that the office 
plays in the aircraft factory is little 
realised by the public. The office 
helps to build the plane, and with- 
out the office the plane would 
never] get into mass production 

. Careful, methodical, pains- 
taking ` men and women, keeping 
the records, are in the ‘back room,’ 
but on their work depends the 
even_ flow and efficiency of the out- 
put... . The clerical worker is 
as essential as the skilled mechanic” 
—The Times. 


The dictating machine is the 
greatest of all helps to the clerical! 
worker because it saves the time 
of the executive men on whom the 
work of the clerical staff depends. 
It ensures the smooth, even flow of 
executive work, lessens labour, gets 
the vital jobs through “on time ” 
with prompt and perfect efficiency. 


EVERY WAR EXECUTIVE SHOULD 
DICTATE TO THE DICTAPHONE. 


"Dictaphone 


RICO TAADE ana 


If you are a war worker write to-day for 
“Office Methods and Practice, a book for 
every executive. 


THE DICTAPHONE CO. LTD. 


(Thomas Dixon, Managing Director). 


(Dept. H) Kingsway House, Kingsway, W.C. 2- 
Telephone : HOLborn 4161 (6 lines), 
Spares V Bristol, "Neweastleon-tyne, Dublin and 

fast, 
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Old history makes 
new history . . . 


(THE disaster to the R101 brought 

to a close the history of airship 
aviation in this country. The famous 
mooring mast at Cardington is to 
become scrap for armaments. A 
new chapter opens. This mast, 201 
feet high, 60 feet at the base, and 
containing 350 tons of steel is a dis- 
mantling feat of some importance. 
Its removal requires great experi- 
ence, skill and nerve. Cox & Danks 
Ltd., of Scapa Flow fame, have been 
entrusted with this task. This is a 
compliment to dismantling experience 
and efficiency. Inquiries are invited 
for equally difficult dismantling tasks. 


AJ 
COX & DANKS LTD. 
(Dismantling Departments) 
Hurlingham Wharf, London, S.E.6 s 
Sheffield, Stevenson Road, Sheffield 
Birmingham, Langley Green, Oldbury 
Manchester, Frederick Road, Salford, 6 
Also at Park Royal, Chelsea, Brentford, Bedford, 
Swansea, Newcastle, Coventry 





The technique of temperature con- 
trolling finds many applications in 
workshop practice today. In the 
world-after-the-war it will have still 
wider scope ... not only in the 


workshop but in the home as well. 


Every service rendered to the NO MAN GAN KNOW TOO MUCH 


engineer today is widening the expe- 
E i to media. OF HIS PRODUCT 


to the service of the housewife also. 


The Ultra Lens is a reveal- 
ing of six actual dia- 





£ 

Shrink fitting of bushes in castings ; controlled 15 —— 

engaged 
large-scale cooling of oil baths in the heat — ng, buying or welling, 
treatment of alloy steels; the creation and A = instrument you can pal —— 
maintenance of altitude temperatures and |  Ẹ\ quickly justify and pay for itself, 
pressures in stratosphere testing of aircraft wnt — ign E v sy 
instruments ; the automatic air-conditioning —— —— minerals, —— 

⸗ og 3° stones n rin ——— 
of factories and institutional buildings . . . biological — ** botanical ` speci- 


mens, cutting edges, f l 

surfaces, raw materials, and in-. 

numerable other purposes, the 

ULTRA LENS is invaluable, and 

resents in man instances 

—— unsuspec data which 
be used to advantage. 


these are some of the modern industrial jobs | 

which Prestcold temperature control plant 

is dealing with and which provide new 
standards for permanent practice. 


-PRESTCOLD REFRIGERATION 


A product of - 


PRESSED STEEL cO-LTD 


— ““ — 


oa price is £4-5-0 complete in 
case with spare bulb, battery and 
transparent measuring scale. 


[earns the War, the ULTRA 


| 
| ENS can only be supplied to 
Firms or Persons engaged in 


= 
x 
— 
D 
12 
Š 


British Made national work.] 


The Ultra Lens Comp 

Full particulars RICHARD BOCK 
est 37 Finsbury Court, Finsbury Pvt., 

err London, E.C.2. Phone: Clerk 1958 
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ALACRA GIVES POSITIVE FORM CONTROL 


The ALACRA pinwheel aligning device guides the 
Forms positively from the pack through the machine 
* in perfect register. 


Forms cannot slip or creep. 


ALACRA multiple business forms eliminate non- 


productive operations. 


e The forms are 


marginally punched. 


® The carbon is always 


in position. 


@ Form feed is auto- 


matic, 


e The forms are 
immediately disengaged 
from the carbon pack 
by means of the clever 


zip-tab. 





Obtainable only from 


wW. H. SMITH & SON L™ 


Business Forms Department, 


BRIDGE HOUSE, LAMBETH, LONDON, S.E. 1. 
HEAD OFFICE: STRAND HOUSE, PORTUGAL STREET, LONDON, W.C. 2. 
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TAYLORS makso TYPEWRITERS 


Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorders, 
and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 


| SAVE TIME— HIRE AN ADDER FOR STOCKTAKING 
ADDOGRAPH HIGHEST PRICES THE ALL-RUBBER DAMPER 


| The —“ ee Adding, Listing gives squeeze control of molsture. 
—— Ta PAID for all 



























J| Delightful to use. E- am 





Makes of Modern 
Office 
Machinery: Aa 
Adders, THE TAPPIT ALL-RUBBER DAMPER. 
Calculators, A * cóntrols Teed of moisture. 
Cashiers, A FEW 
gater esent Addressers, 
subtraction and wide paper carriages, e 
Maie gisan e Duplicators, VISIBLE INDEX 
——— Mooii aa Typewriters, SYSTEMS 
pe re gee ped aan og ndg ero 
Ordinary Figures and) Feet and laches, ete. Steel Safes FOR 5 ALE 
FOR POCKET OR DESK, e 
So Simple Anyone can use it. & Fu rnitu re 


DESKS, 
WANTED CHAIRS 





= FOR 
— —* & TABLES 
tn Piuatined, dueoid case. = = MATIONAL 
MONEY MODEL 
waas do ana tae 114d. Frico se ce. = SERVICE 


a Also a cheaper pocket Adder for 
ordinary figures and Indian money, in 
case, 30/- post free, Turn your 


“fae” = SURPLUS 
— OFFICE 3 
EQU l PMENT Seine ain Aye AND FRAUD BY 


GUARD,” THE BEST 






+4] 
* = 3 
F ree 


F —— ITTI 
—— * J NTO C AS Hi CHEQUE PROTECTOR 
a : and help the Used by leading Banks and firms. Do you 


realise that an altered cheque is your 
own liability? Price £12 12s, 


For all calculations, Multiplies, divides, 
adds and subtracts in 1/10th time taken War Effor t All makes of Cheque Writers at 
to do so mentally. bargain prices, Ask for list. 





olborn End), 
TAYLORS TYPEWRITER MARKET & at Maidenhead. London, W.C.2 


Eee —— —— — 
—— ——— — — — — 
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Pian Ahead—Deeide Now 


At present, Dictograph equipment is 
reserved for firms substantially engaged 
on Government work. If you do not 
qualify for supply in this way, you can 
still be among the first to have the 
benefit when present restrictions are 
removed, and the demand is certain 
to be well ahead of supply. Let 
us record your name NOW upon our 
post-war priority list. Wartime proof of 
Dictograph advantages is going to mean 
peace-time progress for firms who profit 
from them. 


DICTOGRAPH INTERNAL TELEPHONES 


aah Linking up the executives of the business, a 
"So Dictograph Internal Telephone installation is, so 
to speak, the nervous system which allows the 
brain to control the body. Providing instant 
inter-communication, with pridrity for master 
stations, it obviates delays and the penalties too 
often involved, and encourages efficient, intimate, 
economical administration. 













D> 
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DICTOGRAPH SOUND INSTALLATIONS 


When the last ‘alert’ and roof spotters’ warning 
has sounded, Dictograph Sound Installations will 
be able to fulfil without interruption their peace- 
time functions, The music they provide will be 
cheering and stimulating workers engaged in pro- 
ducing supplies for the homes of the people. 
Prompt staff location and mass address facilities are 
added advantages to be gained from these trouble- 
freeand economical DictographSound Installations. 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster, S.W.1 (Abbey 5572/5/4) 


Works: CROYDON. Also at BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, LEEDS, MANCHESTER, 
NEWCASTLE, BELFAST, CARDIFF and HUDDERSFIELD 
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Sp enli 
ar = the Dupl: -Typer 


SOLUTION OF YOUR STAFF PROBLEMS 








Low in cost, simple to fit, easy to use—yet efficient 
in operation, the A.B,F. Dupli-Typer will help to 
maintain the maximum output of Works Orders, 
Advice Notes, Invoices and all other forms necessi- - 
tated by your increased production effort, Any 
standard typewriter can be converted in 30 seconds 
for continuous form typing —may we demonstrate ? 


AutTocGRAPHiCc Business Forms LTD. 
19 SURREY STREET, STRAND, W.C2 


Telephone : TEMple Bar 6767 


Branches : 
j BIRMINGHAM MANCHESTER WOLVERHAMPTON 
CARDIFF LIVERPOOL LEEDS 


















Joca 


THE FILE 


BOUND LIKE A BOOK — 
BUT STILL LOOSE LEAF 


WHERE it is necessary to securely file valuable or 
important papers, no more reliable means is 

offered than the “ JOCA " File. 

The" JOCA " File allows the papers to be turned over 

like the leaves of a book. 4 

AMONG its many outstanding advantages may if 

mentioned the following :—The patented fitting 

and elastic cord will not tear the perforated holes. 

There are no kinks to straighten out and no sharp edges 

to cut the fingers or tear the papers. 


NEW PRICE LIST OF “JOCA” LETTER FILES 
STOCKS AS FOLLOWS: s 

For Flat or Vertical Filing in Blue, Green, Yellow, 

l Orange, Buff and Pink. 

IN W QUALITY ONLY 











Style F for Flat Filing ... ... 
Per Doz. Per Hundred 
F F'cap 


to. Feap Qto. 
8/6 9/6 68/- 78/- 
Plus 


Purchase Tax 
a itt 2/1 15/1 17/4 
4 Style V or D.C. for Vertical 


Imperial 
Typewriter 





‘ae . . : eee as N w WS Filing System... ... s» 
for all ‘lines of communications EE oe te ele” 88/2 
I the Simple ax 
; ing 2/1 2/5 svete 19/1 
be 

We shall be pleased to send you a copy of our —— E S EENAA —* 
booklet on the war-time care of your typewriters. C. W. CAVE & Co. Ltd. 
Imperial Typewriter Co. Ltd., (Dept.7), Leicester RADIANT WORKS, BARNSBURY PARK, 


LONDON, N.1 NORTH 4457 








throughflow and outflow. K 
Bi eee these tasks simply, s sm 


K Je PRODUCTION CONTROL, by A. R, Jackson. - 


The above booklet bronents an outline of —— 
and practical solutions, Senton. applicatio n for df. p 
Kardex? systems are’ + availabte only. to essential industri es 

















Buying Records, Stores 








BIRMINGHAM EDINBURGH 





0 © h 
T3/, time saved 
in keeping your records 


When you use the “NIMBLEX” VISIBLE Loose Leaf Book you 
will see all the details you want without turning over numerous 
records to find the page you want. 
be right in sight in a minimum of space. 


Records, 
Records and all other records essential to increased production 
will be kept better, quicker, and at less cost. 


An enquiry will not place you under any obligation, but if you 
would like to receive a descriptive leaflet, please send a 1d. stamp. 


Moorrees MODERN METHODS. LTD. 
19-21 Farringdon Street, LONDON, E.C.4 


Branches at: 
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All your vital records will 





Progress Records, Wages 


GLASGOW MANCHESTER 








=. 
One Machine Does Work ot Iwa 


Continuous Form Billing in addition to regular typing 
Your typewriter actually does the work of two machines 
when used with “ Fanfold " Continuous Form Adapter, 
because the many time and —— methods of 
the Continuous Form Billing Machine are added to all 
the advantages of reguiar typing. : 

“ Panfold * Continuous Forms typed over our Attach- 
ment effect savings in Billing time and costs, ranging 
from 17% to 78%, without affecting the operation of 
the typewriter for regular correspondence and other 


u es. 
g Fanfold * Adapter places no strain whatever upon the 


typewriter carriage; because of the very simplicity of 
construction and operation, there is nothing to get out 


Santo 


Tes0t vana 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone: GlAdstone 5477 (3lines) 














288 WAR SERVICE 


This very real and valuable service includes 288 Superfine 
Manifold Banks and Bonds in 17 tints and 288 Super- 
calendered tinted writings int10 shades. 

Ask your Printer, Stationer or Paper Merchant for T. & G. 
paper, consistent in quality, thin and durable. Extensively 
used in commercial offices ; comprehensive colour schem 
for systems and general organisation. s 
Samples supplied and advice given. 


Business conducted through 
the usual trade channels. 


BRITAINS LEADING 
COLOUR MILL 


THOMAS & 
GREEN LTD. 


SOHO MILLS, WOOBURN GREEN, SUCKS. Telephone: Bourne End 288. 
London Office: 3 TUDOR STREET, EC4. Telephone: Central 3824. 
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`.. AND y them before 
they're hatched ......” 


The productive capacity of this imaginary egg reminds us 
of the productive capacity of the three-in-one Kalamazoo 
WAGES Method. ONE handwritten line writes up 
THREE separate records. 





ou can count 


WAGES SHEET OR PAY ROLL. 


When completed and inserted in its secure Loose- 1 | 
leaf Binder, this becomes your permanent Wages 


Book, Rulings are supplied to suit your own needs. 


Ld 

> 

Np a a > > 
Perforated ready for separation and gummed for > 
fixing to Pay Envelopes, or ungummed for tins Each * 
being a carbon copy of the relative line on the Wages t 


. 
Book, shows the Employee exactly how his wages are * 
calculated, s 


INDIVIDUAL EARNINGS RECORD. . . 

Arecord for each Employee is placed over the other 
two forms for carbon duplication, giving without 
extra work—a separate summary of each employee's 


. 
- 
. 
e 
s 
— 
> 
. 
— 
— 
earnings, and the necessary information for Income . 
Tax Returns. a 
» 
— 
— 
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Kalamazoo Ltd. 
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Rugged Independence 


Britons—the workers among them especi- 
ally—have ever been noted for their rugged 
Pdeanndenka MIDLAND EMPLOYERS’ 
can justly lay claim to this virtue .. . their 
independence of “combines” and “ tariffs ” 
being their guiding principle for nearly 50 
years, 

Thus they have built up the largest net 
Workmen's Compensation Premium Income 
in the couniry, through being able to offer 
their Policyholders full cover and un- 
equalled Claims Service. Their unique 
system enables injured workpeople to be 
cared for and returned to work, restored 
to health and working efficiency, with a 
minimum of delay, This service provides : 


1, Immediate Medical Supervision. 
2. Prompt payment of Compensation. 


with the result that 


The injured worker returns to work 
without undue loss of time. 


He is contented and free from anxiety. 
The MIDLAND EMPLOYERS’ provide 
this service at a cost of only 13% for 


administration, which compares .with 30% 
in many other cases. 


Sooner or later you will insure with the 


“MIDLAND EMPLOYERS.” 
Why not obtain a quotation now ! 


MIDLAND 
EMPLOYERS’ 


MUTUAL ASSURANCE LIMITED 


Head Office : 
Waterloo Street, Birmingham, 2. 


Branches all over the Country. - 
General Manager: Allan 8, Barnfield, O.B.E. 
Premium Income exceeds £2,600,000. 


| 
| 
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The 


‘Sunshine Belt’ 


Indoor and underground workers react with 
marked benefits to ultra-violet sunrays. One of 
the latest installations of welfare sunbaths is at 
a famous colliery, where miners coming off 
shift step on to a conveyor belt after their pit- 
head shower-baths, During the next 2} minutes 
they pass between batteries of sunray lamps— 
first of warming infra-red Sollux lamps, then 
of vitalizing ultra-violet Alpine Sun mercury 
arcs. This installation also was designed and 
equipped by Hanovia Ltd., of Slough, 


Know these names ? 


Affleck & Brown, Ltd. I.C. I. Lid. 
Armsirong Siddeley J. & & Co., Lid 
Motors Ltd, 


yons -> » 
John Macintosh & Sons, 
sue Ltd, Lid 
's Asbestos & Eng. 


birani Lia. Mahaian CAH S 
ainsfor, tery 
Blackburn Aircraft, Lid. Mardon, Son & Hall 
Bolsover Colliery Co., Lid. Marks & Spencer, Ltd. 
Bristol Aircrafi Co., Lid. Metal Box Co., Lid. 


Montague Burton, Ltd. 
Cadbury Bros., Lid 


Crompton Parkinson, Ltd. Old Bleach Linen Co., Ltd. 


Daimler Co., Lid. -= Oxo Lid, 

Electrolux, Ltd. Ollerton Colliery - 
Ford Motor Co., Lid. A. & F. Pears, Ltd. 
General Aircraft, Lid. Pressed Steel Co., Lid. 
Glasgow City ice Rowntree & Co., Lid. 
Greetland Dyeing Co., Lid A & Lid, 
Arthur Guinness, Son 


& Co., Ltd. 
Harland Engineering Co., 
HT Heinz, Ltd. 
Alfred Herbert, Lid. 
List shows a few users of Hanovia 
Welfare Sunlamps. For more names and 
much information, see booklet, “ Fitness 
in Industry ”—free to bonafide industrial 
enquirers, 


a apy & Co., Lid. 
1 liery 
Wolseley Motors’ Ltd. 
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ACCOUNTING, COSTING AND PRODUCTION CONTROL RECORDS 

ARE PREPARED WITH MAXIMUM RAPIDITY AND MINIMUM 

EXPENDITURE OF TIME AND LABOUR WITH POWERS PUNCHED 
CARD ACCOUNTING EQUIPMENT 


Preparing Powers punched card accounting and costing records is simple—much simpler and 
quicker than preparing records by hand or other machine methods. Punching the cards is the 
only manual operation in the Powers system and can be performed by junior female staff, The 
classification and production of the required records from the information punched on the cards 
is performed entirely mechanically and only requires the absolute minimum of skilled labour 


Powers Punched Card Accounting—the most highly developed form 
of mechanised accounting—is unequalled for :— 


COST SUMMARIES} STOCK ACCOUNTS; PRODUCTION 
CONTROL; STORES RECORDS; WORK IN PROGRESS 
RECORDS ; PAYROLLS ; INCOME TAX RECORDS ; LABOUR 
ANALYSIS; BONUS SCHEDULES; EFFICIENCY RECORDS ; 
PLANT DISTRIBUTION AND DEPRECIATION RECORDS; 
INVOICES; STATEMENTS; LEDGER ACCOUNTS; PUR- 
CHASES ANALYSIS; SALES ANALYSIS; EXPENSE 
ANALYSIS 


Powers machines may be purchased; hire-purchased or rented on very attractive terms 
Write for literature and a demonstration which will be gladly arranged. 


POWERS-SAMAS ACCOUNTING MACHINES LIMITED 
POWERS-SAMAS HOUSE - HOLBORN BARS - LONDON, E.C 
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EVERTAUT LTD 
ALSALL RD. PERRY BARR. BIRMINGHAM 
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l'm any hand in your factory wit 
no special skill or training. I i 
put brilliant permanent Trapine» 
Paint Transfers (patented) 
metal, plastics or other difficult 
materials in a fraction of the 
time required for metal nami 
plates, instruction panels, scale 
serial numbers, etc. No limit t 
size, colours or quantities. 


Used in yast quantities by Mini 
try of Supply, and Air Ministry 
contractors, engineering, electrics 
and other manufacturers. 


ante, PAINT TRANSFERS 


TRAPINEX LTD., 
8 COMMERCE WORKS, 43 COMMERCE RD, N.22, 


CS BOWES PARK 2659 gee 


Specimene and quotations 
giadiy sent without obli- 
gation on recelpt of fuli 





: Invoicing, ‘Goods 
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Recording Vital Facts— 


Wilkes Carbon Copy Books (specially printed for your 
individual needs) are used for hundreds of purposes in 
to-day’s essential industries. They are convenient, easily 
handled, and have many uses in your own organisation, 
too. 


To-day your factory needs more control than ever, and the 
ease with which Wilkes Carbon Copy Books help to control 
routine smooths out difficulties and delays. 


Duplicate, triplicate, quadruplicate, sewn, stapled, limp or 
stiff covers, Wilkes Carbon Copy Books can be printed to 
suit your every need. 


Your enquiries and orders for essential 
needs will be welcomed. 





5sæ JAMES WILKES LID 


Job Ticket Books 
Senet E" om Commercial & Industrial Printers 
ROAD WORKS, BILSTON 


Goods Inward Books 

Departmental Books MOXLEY 

Invoice Books as a at LONDON. RIRMINGHAM, MANCHESTER, LEED LEICESTER 
etc., etc. 












“COMMUNAL” 


“ADAPTA — 


SOLID COMFORT CHAIRS 


THERE IS AN “ADAPTA” CHAIR 
FOR EVERY SEATED WORKER IN 
FACTORY, CANTEEN AND OFFICE. 


+ 


—— * 


“ADAPTA” STOWAWAY CANTEEN TABLES 
COMBINE STRENGTH WITH UTILITY. 


pa 
5 
* 
4 
Fi 


n i —— — 4 


“ADAPTA” CHAIRS and TABLES are 
made of prime hardwoods by craftsmen 
to afford the maximum comfort for a 
lifetime of service. 
“SIMPLEX” ENQUIRIES SHOULD BE ADDRESSED TO: 


OXFORD WOODCRAFT LIMITED, 
474, Cowley Road, OXFORD. 


Phone: OXFORD 77555. Grame: TEAMWORK, OXFORD. 





= By 
CECIL CHISHOLM 


IGURES on two years’ 
shop sales just issued by 
the Board of Trade clear up 
the trend of sales in this 
country to-day, In 1941 there 
was a fall of 5.4 per cent in 
the cash value of sales, whilst 
in 1942 there was no change 
(accurately a fall of o1 per 
cent), 
Although the Ministry of 
Labour’s cost-of-living figure 
has remained stationary for 
two years, prices of unrationed 
goods and services have risen 
considerably, probably not less 
than 10 to 20 per cent. There- 
fore the volume of goods made 
and sold has declined fairly 
steadily for two years. We 
must probably face a steeper 
decli during the present 
year. 
HE relative stability of 
total shop sales, however, 
conceals striking changes in the 
type of goods purchased. 
During 1941 the consumer 
spent I9 per cent more on 
household goods than in 1940, 
while in 1942 he spent but 11.9 
per cent more, despite consid- 
erably higher prices. These 
were in shorter supply. 
On the other hand, after a 
fall of 10.2 per cent in 1941, 
the sale of women’s wear goods 
remained stable (plus 0.5 per 
cent) in 1942, due to coupon 
rationing. As might be ex- 
pected, the public bought 10.8 
per cent less hardware in 1942 
than in 1041, when there had 
been a fall of 5.6 per cent, The 
figures also suggest a consider- 
able rise in the sale of purely 
luxury and ornamental goods, 


HE area figures confirm the 
monthly returns in 1942. 

The shops sold less goods in 
every oad o * —— 
except tr an est 
a ae but in 1941 the shops 
sold slightly more goods in 


BUSINESS  (incorporatia 
Business,” ‘‘ System,” “ 
lished by B 
London, E.C.4. Telephone: Cen 


“The Magazine of Commerce,” 
usiness Organisation and Management "’). 
ss Publications Ltd., Whitefriars House, Tallis Street, | 
tral 9891. Subscription Rates: 20/- a year 


every area except the South of 
England, where there was a| 
fall of 2.5 per cent, obviously | 
due to the return of middle- 
class people to London. The 
total rise of London shop sales | 
in 1942 was 14.9 per cent, It is 
significant that there was prac- | 
tically no change in the cash 
value of goods sold in the 
whole of the Midlands and 
South Wales, with slight in- 
creases in Scotland, the north- 
east and the north-west areas. 
There is every sign that area 
sales will not stabilise, unless | 
exceptionally heavy bombing 
attacks cause large movements 
of population, 

All the industrial areas are 
full; wages are rélatively 
stable; no great new factory 
plans are in sight. Any further 
changes in area buying power 
will probably be slight, | 


ISCUSSION on the costs | 
the | 


of distribution in 
Times has been most illuminat- 
ing. No one will deny Mr. 
Courtauld’s contention that 
manufacturing costs have been 
lowered consistently and eff- 
ciently by improved manufac- 
ture for the past fifty years; 
during the same time distribu- 
tion costs have risen steadily | 
until they now average 50 per 
cent of selling price. 


we can the manufac- | 
turer do about it? He 
knows that the consumer 
demands a multitude of points 
of sale, where formerly he was | 
satisfied with a few. He knows | 
that the consumer wants innu- | 
merable extra services both | 
from manufacturer and re- 
tailer. He knows that the cost | 
of transport increases continu- 
ally, particularly as the middle- 
class customer removes himself | 
farther and farther from the 
towns, 
(Turn to page 38) 
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CONSTRUCTORS 


TYBURN RD - ER 
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Personnel Selection 
by 





Standard Job Tests 


By C. A. Drake, 
of the United Merchants and 
Manufacturers’ Management 
Corporation 
9x6 14s. net 


This book presents a new, 
realistic and practical technique 
for the selection of industria! 
personnel, The method consists 
primarily in designing special 
performance tests embodying 
the essential elements of dex- 
terity and perception discovered 
by analyzing an industrial job 
or group of similar jobs. Many ” 
illustrations of actual tests 


147 pages 


| provide a usable guide for in- 


dustrial engineers, personnel 
workers and others in employ- 
ing this technique. 

McGraw-HillPublishingGo.Ltd. 
Aldwych House, London, W.C.2 
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SOLVED! 


THE PROBLEM OF REPLACING A CALLED-UP TYPIST 
by 


the Installation of an EGRY SPEED-FEED Typewriter Attachment and the 
use of Continuous Stationery. This eliminates the handling of carbons and 
enables the typist to concentrate on actual typing and thus can effect as 
much as a 50% saving in time. It is particularly suitable for Purchase 
Orders, Invoices, Goods Inwards Reports, Release Notes, Works Orders, 
etc., where a number of departmental copies are required. 


EGRY 


The EGRY SPEED-FEED can be fitted to any standard 
make of typewriter. It is entirely automatic in operation 
and can be attached and detached in a matter of seconds. 


Find out all about this time and labour-saver now—let us forward full details. 


EGRY - WARPLE WAY - ACTON - LONDON, W. 3 


LIMITED Telephone: Shepherd's Bush 3377 (3 lines). Telegrams: Egrycompak, Ealux, London 
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Simplified Control of Purchases, Sto 
Product 108, VAIMENEE, lasts & Se 
















PRODUCTION CON 


Lack of timely and accurate knowledge is respo 
production problems, 
Undoubtedly there are disappointments, - 
production plants, caused * — it, whi 
by a simplified system in which time and m 
Control.” Such a system so controls the ¢ 
jes ae data that OVERSIGHT is i 
an be fixed. 


Your index: to S BUSINESS EQUIPMENT, SERVICES AND SUPPLIES whic 
through the Announcements in the Advertisement Pages in 















































PAGE PAGE PARO 2 

ACCOUNTING MACHINES CONTINUOUS STATIONERY INDUSTRIAL CLEANING PH 
London Computator-Ltid. 41 Autographie Business British Vacuum (leaner 
Pow ers-Simas Account- Forms Ltd. ie, Oe & Eng, Co. Lid. bowed 
“ing Machines Ltd, .. H Carter-Davis Ltd, ws 38 Dixon, BR. G. Ltd, 49 











ACCOUNTING. SYSTEM Eery Led, F -. 16 INDUSTRIAL CONSULTANTS 
Detnag Timi . 70 Fanfold Ltd. — 8 Hal, Leonard & Cs... 6 








Lamson Paragon Supply Industrial Designs Lid. 82 P 
48 Co. Ltd, l LIGHTING 
Smith, W. H, & Son Ltd, a - Siemens Electric Lamps 
i w ikes, James Ltd... & Supplies Tad. 
Cover ii CONVEYORS _, LOOSE LEAF LEDGERS & 
i Pantin, wW, ao U, Tid. St SYSTEMS Se 
10 CYCLE PARKS Jones, Percy (Twinlock) 4 
Constructors Ltd. 15 Kalamazoo (Seles) Ltd. a 
Fisher & Ludlow Ltd. 69 Moore's Modern Methods 6 ~~ 
10 Steleon (Industrial Ruddock, J. Wi & Bons 63 ere 
Floors) Lid. .. . 53 MACHINE ACCOUNTING — 
BICTATING MACHINES |. Copeland-Chabterson Go, LY. ; 


Dietaphone Co, Ltd. .. “1 Jones, Perey (Pwiniock) 48 ri 
Ediphone Voice Writing 62 Kalamazoo (Sales) bid. 9 Sank 
ag DUPLICATING MACHINES MACHINE MAINTENANCE H 
Ears Paplicator Co, 71 SERVICE 
so ELECTRIC CLOCKS Vernon Bruce & Co. 
Co Lid. ga Smith's English Clocks 65 MAGNIFYING LENS 
id, 61 ELECTRICAL ENGINEERS Bock, Richard 


putator Eid. 
Fs btd. 














Midland Electric Manu- NOISE PREVENTION 
» 59 facturing Co. Lid. .. 43 Burgess Products Co 
.. 6 EXPORT UBLICITY OFFICE EQUIPMENT & 
So Shipper g  Civerseas Cor- SUPPLIES 
J respondence —.., 66 Cave, ©. W. & Co. Ltd. 8. 
et FACTORY EQUIPMENT international Coin Coent- 
E Stent Precast Concrete 66 ing Machine Ca, Tad 56-2 
* °° FACTORY FORM : Jones, Samuel & — 
ee PRODUCTION Shannon Ltd. ae i 
gg Adrema Bid. < §9 OVERALLS i 
5 FAgTORY SITES Supercraft (Garments). 
o. a2 Laing, John & Son Coveriv Wheeler, H. & Co Ltd: 
“id. 14 FLOORING PAINTS i 
ata. 63 General Asphalte Co. 53 Cement Marketing Co. af 
— Great Metropolitan Clark-Gay ... woe AE 
Taylor: — . Flooring Co. Ltd. ... 52 PAINT PRINTERS 
struction Ltd, 48 HEALTH SERVICES Trapinex Ltd... 
OLLEGES & COURSES. So? ame Bta, hy + $8 PAPER MAKERS 


hbetson, A. & Co. Bee ER mas & Green Ftd, 











Rapidism Institute. | 
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set duled delivery of the f pre ae 

Their methods provide | INSIGHT ‘to every. porso , oni. Ae. Brag Hon 
‘Manager—who is interested in the full realisation. of Product 4 

enabling each to ACT according te plan. =~ Sas aeons 

Cope-Chat methods are extremely simple ins readily 
Director alike, eee 
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Industrial workers, doctors, and 

nurses need this kind of shrink - 
age for their protective clothing. 
Uncomfortable, shrunken overalls 
worn by men and women in war 
production factories can steal a 
slice of output. To the surgeon, 


doctor or nurse it is even ore 
vital that protective clothing should 
fit, and never shrink out of fit. 





J Here are the boys who look after the aircraft for the boys who 

look after the Boche. The unsung heroes of the Overall Brigade ! 
And a battle (also unsung) has been won for them on the “ over- 
all front.” Government specifications demand that overall 
cloths for the dirty-job boys must be pre-shrunk. Ordinary 
pre-shrunk cloths couldn't make the grade. Only precision 
shrinkage treatment like “Rigmel" can shrink cloth so that it 
won't shrink out of fit. 


LIST IX 
Fleming, Birkby & Goodall | T. Jiggins & Son Limited, 


Limited, West Grove Mill, 
Halifax. 

Fraser Ross (Glasgow) 
Limited, 60 Ingram Street, 
Glasgow, C.1. 


The Jayess Clothing Com- 
pany Limited, Fourth 


Avenue. 
Estate, 


Tyne. 


Team Valley 
Gateshead - upon - 


F. Fryer & Company, 
Orkney Street Works, 
Battersea, London, 5.W.11. 


IR igmel - Shrunk 


Advertisement of THE BRADFORD DYERS’ ASSOCIATION, LIMITED, MANCHESTER, BRADFORD, LONDON 


Leader Works, Axe Street, 
Barking, Essex. 


Neil Meiklejohn & Com- 
pany Limited, 103-109 
French St., Glasgow, S.E. 


John Peck & Company 
Limited, 495 Edge Lane, 
Liverpool. 13. 

Nicholls & Company 
(Chiswick) Limited, 281 
Sandycombe Road, Rich- 


mond, Surrey. 





Laundry-Tested 





Against Shrinkage 





3 Here is Marjorie Pinnock, live 
wire in the hangars of a big 
airplane maintenance unit. She's 
doing a man-sized job as fitter, 
working on the engines of ferrying 
and training planes. One of the 
first women to take up this job, 
you'll agree she looks the part in 
this trim boiler suit. She, 
like all the rest of the 
women at war, wants 
style as well as protec- 
tion in overalls, and fit 
that doesn't wash away! 
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BUSINESS 


MANAGEMENT 


MANAGEMENT PRODUCTION PERSONNEL 


Employers Get Together to Solve 


War-time Problems 


Here is An Entirely New Scheme 
for Mutual Help 


by 


A BUSINESS EXECUTIVE 


ITH the exception of 
truly agricultural areas, 
the problems which led to the 
formation of our council con- 
front eve industrialist in 
Britain to-day. a compre- 
hensive survey of the indus- 
trial position, as long ago as last 
September, Business stressed 
the need for action in just 
those fields in which we now 
have found it necessary to 
travel. — 

We are part of, but not actu- 
ally within, one of the most 
concentrated industrial areas 
of Britain. The district is 
coded as a scarlet area by the 
Ministry of Labour, which 
means that there is more work 
than workers, Our difficulties, 
whilst not unique, have been 

vated by the lack of 
adequate living and housing 
accommodation for our 
workers. Residential areas are 
not adjacent to our factories. 


Council Considers Trans- 
port Difficulties 


This necessitates travel and 
transport. Thus, confronted by 
two problems to be solved, the 
solution, if satisfactory, had of 
necessity to be of benefit to the 
whole industrial community. 

With labour and transport as 
the main problems, it was 
decided by all adjacent fac- 
tories that a council to discuss 
what action would meet the case 
would at least be a beginning. 

The labour position called 
for first consideration, because 
we know that other firms are 
meeting the same difficulties as 
ourselves, nation re- 
vealed that from the labour 
problem many others depended. 


First, there was the initial 
difficulty of obtaining labour in 
a fiercely competitive market. 

Secondly, there was the 
further annoying feature of 
having obtained workers, losing 
them to other concerns offering 
more attractive wages and 
other advantages, 

The protection of scheduling 
and the restriction on leaving, 
controlled by the Essential 
Works Orders, were being 
evaded constantly. The manner 
of such evasion brought the 
council to a third matter de- 
manding their attention, viz., 
the facility with which medical 
certificates could be obtained 
stating that the work was un- 
suitable, This could hardly be 
levelled as a charge against the 
local medical men, for they, 
too, are grossly overworked. 

The added work means that 
they have not the time for ex- 
haustive diagnosis. A cursory 
examination, many a time of 
a new and strange panel 
patient, is not sufhcient to 
refute the claim made by the 
alleged patient. The upshot is, 
that with the help of the 
medical certificates the worker 
obtains a release, ‘and a conse- 
quent interflow of labour be- 
tween factory and factory cog- 
tinually takes place. 

What could we do to help 
ourselves as separate under- 
takings? Our workers had 
their domestic problems and 
transport difficulties. The local 
doctors had their own ever- 
increasing burden of work. 

The council is agreed that 
inter-factory competition should 
be discouraged, It is hoped to 
achieve this by the adoption of 
some uniform scale of condi- 





tions of engagement. By such 
means trivial inducements will 
be eliminated. 


Wages are a more complex 
roblem. Here we are governed 
by the Essential Works Orders, 
which stipulate that these must 
not be less favourable than the 
rate agreed to by the appro- 
priate Joint Industrial Council 
or the rate laid down under 
the Conditions of Employment 
and National Arbitration Order, 
1940. Generally these rates 
affect the skilled craftsman 
only, but a proportionate rate 
to semi-skilled labour—rather 
loosely calculated — leads to 
margins of difference. It is 
with these margins that we 
have to reckon, Uniformity 
here would smooth out one of 
the greatest difficulties and 
reduce the movement of 
workers from factory to 
factory. 


The purpose of the Essential 
Work Dra is to p ote by 
every means possible all aids 
to greater production. With 


«this end in view, restrictions 


on the movement of labour 
were imposed. 


Tighter Liaison With 
Doctors 


Without good cause being 
shown, it should be impossible 
to obtain release from the em- 
ployer. Nevertheless, the power 
of the National Service Officer 
to refuse permission to leave 
is weakened to a great extent 


when his decision is influenced 


—as it must be—by appellants 
producing medical certificates 
which state they are unable to 
follow their present occupation 













ified welfare 
submitted to him, 
| iereas. the nurse or wel- 
fate ot icer cannot question the 
-opinion of _ the employees’ 


doctor, our own doctor can and © 


does, examine the doubtful 
cases. His. report can then be 
sent along’ with. other relevant 
y ——— « National 
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ve the same time 
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vho, despite the 
his time, then 
the case merits 
‘sory examination, 
hods, commonly 
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self, at the council's 
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ie area and seek 
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ally. opposite 


AE ahs council by 
Bion. hopes to — 


application, 


—* as a mors ie 


engagement, 


practicable. 
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to Production 
and the vexed question of 
salvage. 

The director of one of the 
firms of the council group com- 
plained that his works’ salvage 
drive had resulted in an accu- 
mulation of rubber. He is 
astonished to hear urgent ex- 


hortations on the radio, plead- _ 
ing for old hot-water bottles 


and crepe soles, when, despite 
commumication with the auth- 


orities, his tons of salvaged 


rubber lie untouched at his 
premises, Others in our group 
have met with similar official 
negligence or apathy. Here 


again, the council are resolved 


to try the effect of combined 
pressure. 

It has never been the inten- 
tion of the members of the 
council group that their em- 
loyees should feel that its 
ormation is a joint alliance 
against their interests. — 

Obviously, our aim is to in- 
crease production by removing 
the causes of friction between 
employers. Such friction is 
often refected in an unhealthy 
cut-throat competition: often 


_ we find workers adding to their 
own hardships by accepting em- 
ployment, which without a full. 
of the situation, 


examination 
later proves to worsen their 
personal position. 


By a formulation of condi- 


tions, uniform in content and 
the council seeks 
to improve general working 
conditions in their factories. 


To retain labour by framing uniform conditions of 
To level wages in all — — * his 


To ask panel doctors to. exercise more disc 
issuing Medical Certificates. oo 


To come to — with Transport Unde takin: 
to provide better services for the workers: ; 


To expedite the — of their accum 


öůůô— — —— ———— — — — 


programmes 


with — etin 


amount- g. 
serted in second’ section, This 
practise is cot 
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drift, they not: only yo re 
Petter- trained personnel but 
instil into the minds of. their 
employees a sense of stability 
under = difficult war-time © 
conditions, 
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NOME firms are economising 

J in the use óf paper by 
making pay envelopes do duty | 
over and over again. . ae 
— ees 
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written in t 
the employe 
velope whic i ga 

following week the date and 
“paid being then in- 





l 10 
weeks, by which time the front 





of. the envelope is gomp 
filled. È 





The same system can þe- 
applied to pay envelopes. — any f 
size or type which can be made- 
to last as long as there ‘is room 
on the front for dating. 
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Product 


HERE are a good many 


misapprehensions about 
the nature of the industrial 
designer. 


I would merely say here that 
the industrial designer is not 
a “styliser”; he is not a 
“ nutter-on” of shapes or pat- 
terns, He should be a man 
with an inventive and a recep- 
tive mind, with the sort of 
training which will enable him 
to apply his imaginative powers 
to the study of materials and 
mechanical processes for fabri- 
cating materials. His work 
begins when the production of 

article is being planned. 

e is the “ Missing Techni- 
cian,” and the time to call him 
in is when the production en- 
gineers and the sales executives 
and the factory directors are 
making their initial plans. 

Some years ago the H.M.V. 
organisation decided to put on 
the market an improved form 
of electric iron. en they 
made that decision the electric 
iron was rather a clumsy copy 
of the old-fashioned flat iron. 


Design has Suffered from 
Ancestor- Worship 

In fact, it suffered from the 
same form of ancestor-worship 
in design that still characterises 
most motor-cars and motor- 
buses, which are still made 
with the engine in front, pull- 
ing them, as carriages an 
. coaches were once pulled by 
horses, The electric iron hardly 
differed from its antique proto- 
type. It was an assembly of 
metal parts rather conspicu- 
ously fastened together. 

Now the H.M.V. organisa- 
tion presented the problem of 
producing a convenient electric 
iron to an industrial designer 
—Mr. Christian Barman—who, 
after consultation with produc- 
tion engineers, departed from 
the conventional methods which 

had hitherto been used. 
= He designed what is now the 
famous H.M.V. electric iron, 
of which the visible part con- 
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sists only of a completely 
streamlined iron without any 
joints, made of a material that 
had never been used before for 
such an appliance, — 
hard-glazed fireclay, The only 
other visible parts were the 
control-switch and the metal 
sole-plate. There were no 
lumps, bumps, screws, or pro- 
jections, or any untidy exter- 
nal interruptions to the surface 
of the H.M.V, iron; and every- 
body wanted one. 

That is an example of the 
productive use of an industrial 
designer. 

The manufacturer may con- 
sult an industrial designer on 
one or two problems; or he 
may decide to employ the ser- 
vices of a whole-time designer. 
This would involve consider- 
able cost if he employs a first- 
class man, for an industrial de- 
signer would be reluctant to 
sell his entire time to one 
organisation. He might agree 
to work for a limited period, 
but only in exchange for really 
adequate remuneration, Even 
so, the manufacturer is only 
getting the benefit of one 
mind, It may be a very good 
mind, but it may, however 
inventive, however flexible, 
tend to become stale after it 
has been associated for a period 
—say, a year or two—with one 
particular firm. 

Some time before the war, in 
carrying out advisory work on 
industrial design for a firm that 
was manufacturing bathroom 
equipment and small articles of 
furniture, we organised our 
first “ Design Committee.” I 
dislike the word “ committee ” ; 
but I like a committee that 
works, It is an old saying that 
the best kind is a committee of 
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one with full powers; but this 
Design Committee really 
worked effectively because it 
had a chairman, who also hap- 
pened to be chairman of the 
firm concerned, and he drove 
things along. 

All this happened some years 
ago, but the work of that 
Design Committee was the 
ground plan, so to speak, of a 
good many similar committees 
which I have since been instru- 
mental in forming. But I will 
deal with those in a moment 
and describe briefly how this 
particular committee worked. 

We were concerned with 
three materials: timber, plastics 
and glass. Plastics in those 
days were rather an unknown 
quantity (we know a great deal 
more about them to-day), but 
the job of the industrial de- 
signers was to evolve the most 
convenient form for a variety 
of articles such as bath trays, 


coat hooks and  tooth-brushk 
racks, - 
The first drawings were 


made by the design members 
and discussed at the committee 


‘table with the plastics engineers 


and the sales executives. The 
—— of the practical pro- 
uction of the shape suggested 
was thrashed out, calculations 
were made regarding economic 
runs and finishes, and the de- 
signers in consultation with 
the plastics technicians could, 
after being briefed in_ this 
practical way, modify a design 
and recast it to secure the best 
results from process and 
materials, 

At that preliminary stage, all 
questions arising from the 
initial cost of moulds, the type 
of plastic to be used, and the 
possible market, could be dis- 
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object of the committee is de- 
velopment research. 


The Value of Research 


“Development 


At the end of the first 
session, the amount of work 
done by the committee may be 
assessed, Both parties—that is, 
the manufacturer and his tech- 
nicians on the one side and the 
industrial designers on the 
other——are 
know whether they think too 
much or too little work has 
been done for the agreed cost; 
whether certain items on the 
programme are sufficiently 
promising to be carried on into 
a further session, or whether 
sufficient work has been ad- 
vanced to the experimental 
stage to justify putting the 


design research committee into 


cold storage, so to speak, for 


three or four months, while the 


practical. job of translating its 


work into production is carried 


out in the factory. 


“When the committee. re- 


assembles for another session, 
k up mit 


it is in a position to chec 
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of working drawings, A pre 
cations and experiment, ; 

Apart altogether fron 
invasion of old markets. 
new materials, the- y 
design research 
with which I have © 
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suggests that all- 





ties may be ae 


Furniture and- in 
domestic — conli 
new shapes, colours- 
textures, 

Much preliminary — uti 
has- been done by- design. i: 


on the practical results achieved. tic — 


and worked out in the first ‘conditions, mat 
session; and it may then pro- 


ceed to tackle other problems. 
These committees are small, 
and they meet once a month. 


A meeting may last anything 
but 


from two to four hours; 
four hours is the effective 
limit. Careful minutes are 
kept, and it is the secretary's 
responsibility to see that action 
is recorded, These minutes are 
prepared in three columns : 
left-hand column is left blank 


hand column is 


“even so, time has been sa 


the 
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released for experimental pur- 
poses, and designs can only be 
But, ie 


carried to a certain stage. 
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tion may be red 
far-sighted rese; 


design. 
Often: the 


e for notes, the central column and po 
contains the record of — "EX 


“ings and decisions, the right- ing and u 
headed proble: 


“ Action,” and imit the names p “ovis 
of those responsible for taking t 


action are set forth. Lucid and 
these 


minutes of 
meetings are essential, and it 


| turers of. 






Over cigki teen months 


design research committee was © 


set up-with | a firm of manufac- | 
board material. - 
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icular firm had con- A Current 


le experience in the pro- 
damon of wallboard units in 
various kinds of framing for 
internal use; and the design 
committee was in- 
stru to examine the large- 
scale application of pre-fabri- 
cated units to war-time shelter 
and post-war housing. 

This committee consisted of 
two architects, two technical 
experts in the production of 
wallboard, the firm’s staff en- 
gineer, who was an expert on 
structural steel work, a sales 
director, and the managing 
director. I acted as chairman. 
The first session of this par- 
ticular committee lasted for 
six months. During that period 
there were six formal meetings 
of which records were kept. 
At the end of that time pro- 
gress was assessed, Actually, 
before the six months was up 
it was decided that the inde- 

ndent designing of pre- 

abricated units was not 
enough, and that an experi- 
ment must be made with a 
complete house. The life of the 
committee was renewed for a 
further session of six months 
and the production of a house 
was aimed at, and a system 
was evolved by the firm’s staff 
engineer for pre-fabricated 
framing for the house, 


How the Desigrx Com- 
mittee Works 


It was at this stage that in 
my capacity as chairman I was 
able to associate this particular 
committee with the work of 
another design committee 
which had been operating with 
another firm 

Now this “second committee 
was particularly interested in 
roofs and in certain internal 
forms of framing. The work 
of the first committee was 
carried to the stage when its 
findings could be translated 
into action. In collaboration 
with the second firm, it formed 
a small research group, which 
set out to solve some of the 
problems of pre-fabricated 
house construction. 

er organisations are now 
associated with the work of 
this group, and their assets in 
design have been pooled. The 

ts, in the form of experi- 
menta! houses, duly sanctioned 
by the proper authorities, will, 

I hope, be erected for inspec- 


for H.M.V. Flat Iron 


What a Design 
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Committee 


Can Do 


It should get down to work when initial plans are made for 


new production, 


It can survey the range of materials, old or new, and assess 
the prospects of their modern application, 

By comparison with conventional patterns it should study 
their adaptation to modern design, 

The designer can be granted opportunity to learn of the 
fabrics and materials to be used in his design. 

It can co-operate with other organisations in the trend to 


modernisation. 


By using the “ Design Pool” the limitations of processing to 
design are readily — — 


tion at a not very distant date 
in one of the cities that 
suffered heavily in the “ blitz.” 

Now there are two examples 
of the work of design research 
committees which have been 
mutually stimulative, which 
have resulted in productive col- 
laboration not only between 
manufacturers and designers, 
but between manufacturers 
of complementary building 
materials, 

Let me give another example, 
At the moment I am acting as 
chairman. It generally falls to 
my lot to be chairman of these 
committees, presumably because 
[ can interrupt designers, tech- 
nicians, directors, sales execu- 
tives and other members with- 
out hurting their feelings; in 
fact, I have to cut through all 
kinds of alluring arguments 
and discussions so that the pro- 
gramme can be driven forward 
and- something can really 
happen. 


As I was saying, I am chair- 
man of a committee which is 
redesigning various domestic 
utensils. l have on that com- 
mittee a director in charge of 
production, two technicians, an 
industrial designer who is also 
a well-known — — and a 
woman expert, wb has a vast 
knowledge of plastics, We are 
proceeding, item bw item, to re- 
design in terms of light alloys 
and plastics and other mate- 
rials, various domestic appli- 
ances. 

Now I cannot describe the 
the exact nature of the pro- 
ducts or mention the name of 
the firm, but I can say this: 
that in one or two directions 
changes to ordinary everyday 
articles in the kitchen will be 
made, which will be quite as 
revolutionary in their way as 
the H.M.V. electric iron, 

There is no need for us to 
seek our industrial designers 

(Turn to page 72) 
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such a case, when in a 


meets with: 


“bad - 


Ta addition i 


there pe | 2* 
icts, welfare f 


local welfare officer usually 
shortens the process and results 
in speedier satisfaction. 

Theoretically, all problems 
in industry should be solved 
internally, and they usually are. 

it is the exceptional cases, 
however, that throw the mach- 
inery out of gear, They usually 
begin over some trivial matter 
and grow to inordinate propor- 
tions, This from a variety of 
causes; suspicion, obstinacy or 
persecution complex. 

An impasse was reached in 
Home 
Counties factory a girl machine 


operator objected to wearing a 


snood, Her reason? She just 
didn’t think it suited her, and, 
anyway, it was only a “ ‘fad of 


the welfare supervisor.” 


Obviously, such indiscipline 
could be interpreted as mis- 
conduct, and suspension. was 
justified, Such a course would 
have had 
throughout . the machine shop, 


where the employee had many 
7 sympathisers. 
‘ment was reluctant to create 

feeling where previously 
relations. had been good, If 1 


The 








could only be proved by 
interested third party that the 
management's case was to the 


worker's benefit, a solution wasi o 


probable. 


There is such a third party | 


repercussions 


manage- 


a a consequence; th t 








eg sum 
work, wearing. her et The . 
whole incident was forgotten. _ 
It is a point worth: remem- ; 
bering, when internal n aia- 
tions become difficult. 
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argument, and later official in : 
terference to a minimum, —— o? 
The number of married 
women being absorbed b 
dustry increases daily,” 
women are asked to. face 
tasks; to help production 
to run their homes, 


















employers’ problems are 
lessened by this- development, — 
nor are they solved by the 
recent pronouncement. of the- 
Ministry of Labour to em- 
ployers, urging th necessity to. 








to provide | suitab 
for part-timers. - 
How such | Facili : 5 
arranged is the. crux: of thes 
whole problem. ` — 
One approach to the difficul r 
is to make arrangements. with 
the local shopkeepers’ associa- 


is- tion. Generally, their members. 
will agree to keep their shops — 





open beyond the usual time: on 


“one .or two nights per week, 
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Five Tips to Aid You with E. W. O. 


Factory Council’s Report to N. S. OF 
carries the weight of balanced judge 


The Ministry of Labour Welfare O; 
the service of your personnel de} 


Early contact with 


2 tad 


mises official interventio ne 


tion Officer. 


Do not allow petty grievances to 
serious proportions. 





Consult the C oncilia- | : 


Your right to transfer employees to — 
work is upheld by E.W.O. Dera ARto 
notices should make this clear, r 
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The solution of iis problem 
is not so easy, for it lies partly 
with the — 
partly with the landlady. One 
doctor of our- acquaintance 
says “ Keep the pubs. open until 
midnight ” and give the worker 
time to take his. recreation at 
leisure ! 


ANAGEMENTS and 


doctors are complaining 


bitterly about the extra work 
which E.W.O, has. given 
doctors. It is not uncommon 
for the worker to have to wait 


anything from two to three th 
in a doctor's waiting = Mr. Sh 


hours 
room for an interview 
takes three minutes. 

One firm with 
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spirit. rile. 
injunction. - 
appeals to t 


There are 


“al ready WO: 
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benevolent scheme finds this 
difficulty accentuated from ing, ’ 
another angle. Under this ; 


scheme the firm pays 50 per 
cent of the worker's normal 
basic wage for a 47-hour week 


during illness. The average un- bated 


skilled time worker earns 
1s. 72d. per hour, or £3 158. $d. 
a week on time alone. The 


bonus scheme alone, CeO have. a ‘ 


brings him £1 173s. od, 


Adding ae 


to that National Health Insur- - always i | 


ance and his wife's and chil- 
dren’s allowance, the average 
worker is paid £4 15s. a week 
for doing nothing, 

Under this scheme the worker 
must be off 7 days to benefit. 
Therefore, if a man is neces- 
sarily away for 3 days owing 


to a slight illness, he tends to 


stretch it out to 7 days so as 
to be eligible for benefit. The 
question is, just how many 


pe p 

the move 
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hours at my basic rate vad the 
additional fixed bonuses for 
one hour, 

But the management con- 
cerned had little flair for per- 
sonnel relations, The scheme 
had never been carefully ex- 
plained. On the first pay-day 
confusion-reigned in the work- 
shops when men and women 
unused to arithmetic found 
that in future a part of their 
earnings depended on this com- 
plicated new system. 

Apart from a typed slip on 





a good deal the notice-boards, which curtly 


“and inadequately explained the 


system in terms of an algebraic 
formula, no steps were taken 
by the management to see that 
the workpeople understood it. 
There were some, of course, 
men who had worked in other 
aircraft factories, with previous 
experience of the system, It 


was .on these; and the. shop 
stewards, that the rest had to 
rely for. explanation, 

The shop stewards had been. 
told that the rates had been ~ 
per- — 
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of thirty shillings a week bonus. 


But the first glance at the job- 
cards revealed that this would 


be merely a statistical norm, 
and that, in fact, unless the 
times were revised, there would 


earn three pounds a week on 


top of their ordinary wages 


with ease, while others would 

have to sweat hard to earn 

fifteen shillings. 
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had been the 
to —— “Reco 


bottleneck 
machines 
switched over 


to improve ‘the position, 
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The visual stages of operations are readily distinguished by coloured signals. 


ployed at the same time, those 
not in use may be removed. 
The bars are of U cross-sec- 
tion, and each may carry 25 
projecting rods or pins which 


are attached by means of 
spring clips, The pins can be 
moved along the bars quite 
freely. The pin's- shank is 


shaped at intervals of half an 
inch, alternating flat and round 
so that each separate group of 
tabs is kept firmly in place. 
When the system is used for 
normal industrial factory con- 
trol, about 8 or 9 different posi- 
tions are provided on the pins. 

The complete installation 


comprises ten frames, each 
carrying 40 bars. Each bar 
Carries 25 pins a foot long. 


That provides 10,000 pins. As 
each pin plots the progress of 
a component, herein is pro- 
vided scope for the whole pro- 
duction programme. 

This production control 
station is housed in a fire-proof 
room and is operated by four 
girls, and is a distinct saving 
on the displaced ‘staff of 
chasers, although this was not 
its objective. 

Each apparatus oceupies an 
area of approximately 10 ft. 
high by 6 ft. wide. In order 
that the operator can reach its 
extremities without climbing 
Or stooping the frames are 
adjustable. 

As soon as a production job 
is to be put in hand the plan- 


ning department passes the 
schedule to the progress con- 
troller. On this is detailed the 
components and times of opera- 
tions, delivery date, and 
materials required. 

The progress department's 
first operation is to dress the 
job on the control installation. 
The number of bars it occupies 
depends on the size of the job. 
On each head ticket is typed 


the job, drawing, and part 
numbers. When completed, 
these are secured in clips 


behind the pins. 

The next stage is to decide 
the loading of machines, which 
are grouped in battenes under 
each foreman. 

The loading having been 
arranged, the pins representing 
the various components are 
dressed with discs, representing 
the necessary operations. Tabs 
hanging beneath the discs de- 
note completion dates, The 
colour arrangement of the discs 
is also made to denote each 
foreman’s machines, If material 
for the job is not available on 
the due date the buyer is 
flagged with a coloured danger 
fag. When completed, each 
pin carries all the details neces- 
sary for that particular unit; 
i.e. a round disc signifying the 
operation—for instance “C” 
for cutting, etc., and the dav 
and month when completion is 
due. 

If this 


component requires 


5 or 6 operations, then the 
requisite signal discs with their 
due completion dates are 


arranged on the pin. The date 
is governed to a certain extent 
by whether the material is in 
stock or on order, If the latter, 
the material ticket is placed on 
the front of the pin, thus 
drawing attention to the fact 
that material is not yet avail- 
able, When the material comes 
to hand this ticket is removed 
to the rear of the pin immedi- 
ately below the head ticket 

It is easy to slip each of these 
on its pin as they are made of 
celulloid with a split hold at 
the top. 

At a daily conference, fore- 
men agree on the procedure, 
and help each other where 
necessary, The system is kept 
entirely flexible. Machine load- 
ing is broadly agreed upon at 
the commencement, and as the 
programme proceeds, work is 
switched from battery to bat- 
tery in accordance with capac- 
ity available. 

If, however, the whole of the 
machines become overloaded, 
the urgent work is given to a 
sub-contractor, 

When this occurs the pin 
concerned is “ flagged" with a 
white mat signal on which is 


written the  sub-contractor’s 
name. 
Sometimes the unit is split 
(Turn to page 68) 
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tempt was made to 
— to mark their 
but little could be 
‘his. direction, The 
_ office therefore set up its own 
: colour scheme, Every incom- 

ple -of metal was 
i th a band of colour, 
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Ye 
erring to the protlent st his 
_ correspondence, he relates : 

Where our letters are likely 
pear discourteous through 
revity, or where our 
to correspondence may 
een delayed, we attach 
a little gummed slip. 


















her brevity nor delay 
ays implies dis- 
ar-time staff re- 
making it very 


nd with general 
as promptly as 





in War-time ` 


: ays therefore 


matter be held over to the next 


tan 


eal with corre- 


in pre-war days. Your kind ¢ i 
indulgence is therefore asked. One. 
for if there seems to be. pa as Ss ses oy 
undue delay: m acknowledg~ ce er 
ing letters and ‘in dealing “we ell en 
with inquiries. 


“By this -means we seek 

to explain our difficulties 

and secure the sympathetic the i 
understanding - of opr corre-, side 
spondents.”’ 


Peak Periods cf ne 
Reduced ; 


ERY often long rechnical <te 
reports so. swell the ` 
ordinary volume of typing, the 
towards the end. of the day 
becomes obvious that. either 
some of the typists will have to- 
work overtime or the vital 









day. i h 
This proves very expensive, -< 
as it is quite usual for a simple. 
report to involve two solid * 
hours typing after dictation. 
Furthermore, now that the post 
is cleared so early, the matter 0 
is not mailed till the following "Ely. 
day. 

The director of a well-known 
engineering firm tells how he 
overcame this diffculty. “Now seo 
when technical reports come in § 499% 
late,” he explained, “the matter ` 
is easily handled with only a 
fraction of the effort and no F 
overtime at “all. An operator ` — 
of the ‘shorthand-by-machine ’ | 
method is called in and the more 
matter is dictated to her. She this = 

take- comfortably at. 18 egui 
words a minute, ‘and as her.“ Series. 
take is mechanically. recorded Two" 
in plain characters. on a paper - jetoni 
strip, no transcription . As. Ia : 
needed. The strip is simply Licence 
put into an envelope, addressed 
to the executive concerned and 
posted within a few minutes. th: 
” The great point is that, pr 
: “undue: expendita j 
vend, the re in 






about this method is ‘that. the 
typed we any 
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fair accuracy to a specific batch 
of products. There is also the 
overhead = which 
amount proportionately to the 
variation in the volume of out- 


put or sale, for example, con- 


sumable stores, works trans- 


ge- port, power, carriage and sales- The 
men’s commission, for which all-inch 
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< ginal- costs. 
s of an article may be stated as 
the 
avoided if the article were not 
' manufactured and sold. 


( oe 
aS method 


Peper the 


oo ch- obscure 


| business they 


satisfactory methods of distri- 
bution can be found. 
These two classes of variable 


costs taken together are gradu- 


lly becoming known as mar- 
The marginal cost 


cost which would be 


This leaves a large class of 


fixed or semi-fixed expenses. 
such as rent, 
ng legal charges ‘and. the 
tions..of factory management, 
-rate-fixing, buying, _ 
sales management, advertising, 
o accounting, 
which it is true to say that in- 
the normal ups and downs of- 
remain fixed for- 

the period of the six ‘months 
; sa 2 budget. : 


fire insurance, 
func- 


research, 


and the like, of 
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which remain more ol 
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the solution of wh 
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;, amount is determined periodic. la 
ally by a plan forming part of © 
ith the budget. It seemed essential 


without incurring a Seal Tos 


| expenses to be me 
l calculated, the costs 
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i f the expenses of the m 


* recovery” of all expenses in 

. This may be of little assistance — 
icing policy, except when working to 
it: because the variable cost of the 


tem of expense- be E rt 


is analysed Y5 
expense, 


The fixed expen T 
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a department, a prod 
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the aim of obtaining 
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- be taken to. plies: ‘he: amar 
ginal costs” of the. product. is 


and which are closely affected by : 
i the volume of production and pe 
was ‘sale are not smothered by the ti 
a margin on sales in fixed expenses. 
od to be sufficient 
he fixed expenses. 

le adequate net 
express margin: 
unit instead of 


4 substantial aid in Sales Man- 


having regard to 
— bulk, 





















ay those connected AN 


easier to decide when the costs 


These them- 1 n 
selves are more easily con- - 
trolled when separated from 
charges responsive to changes pt 
in volume. ` 7, 
Simple Points Quota “ 
Guides Salesrnen 
Marginal costing can be a 


If the price list is 


d- be e e into a measure 2 gt t 
-called a point at the rate of, & 
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ration . of variable 
penses and the 
= comprehensive 
‘based on mar- 
es of margin, 
jon the three 
cnamely, the 
arginal costs, 


p 
The action to 


He : 
margin per unit to be | 
the ‘marginal cost of © 


allowed for any sale are pro- 





















“Say, 508, or 1008. of margin per ultimat 


point. La 
The number of points.. for sur mn $ L 


the price list, and the salesmen’s the ma 
quotas can be set, in terms of ÅA 
these points; The points, contr 


portional to the margin on the- manu 
sale and guide the salesman’s 
effort in the right direction. 
His success in reaching his arë 
quota is proportionate to the § 
margin his sales contribute to 
meet the fixed. —— of the 
business. ; 
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grade have 
7 hese, 


nporaries are en- 
emporary officers 
the advantages 
ane staff—no 


th ise who regis- 
y are of a pro- 
ni-professional 


if found | an appoint- 


Nor 


no have to pay a fee to- 


ve “been ‘obtained in 






in technical and general press 
have proved a good second. 
They draw a score of replies. 
The chief drawbacks 
method are: 


(1) Waiting to get the adver-. 


tisement in the 
and 

(2) Receiving applications 
from many who are 
absolutely unsuitable 


About half are in the latter 


papers ; 


category. 


(c) Unsolicited applications — 


— by letter. and intreductions by 
~ members. of 


the staff and 
friends. Generally, the type is 
satisfactory, because, firstly, the 
applications come- from those 
who want the particular type of 


- appointment; secondly, because 


those obviously.. not suitable 
from their lettérs are not in- 
vited to call; and thirdly, 
because’ those who introduce 
them know the type 


Recommendations 
Staff are found Reliable 
(d) Replying to “ situations 


wanted ” advertisements. While 
this does not offer great 


numbers from which to chose, 
include some. t 


those available 
well worth having, provided one 
is not too fastidious in details. 
The advertisers might be 
classified as: 


(b) Our own advertisements 


in this 


wanted 
and, for their own sake do not, - 
—— J i . % 
nasa rule, send “ duds.” 


fro E E 









—— worse than a re 
ing disposition—thus giving 
one a feeling that they wo 

soon be on the move. agi 
Peculiar and unpleasant. di 
positions show up to th 
perienced interviewe: 
are those well qua 
theory but lacking the 
to practice their knowledge. 
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(yy The rer al 


whe advertise. 
mainly 





friendl 
coloured coloni 
ence has shown 
category | contains 


quality material such as ex- 


lawyers, accountants; 
taries, bank. officials 
students who have come over 

. here for business training. 
Some had quitted acti 

~ business life and, | to: help Pay. : 









their country ‘sought to Te- 
-turn to harness. Fi few such 
proved- passable, but the 
ia S ie passed the 





(1) Good class men in all —— 


respects with experience and 
other qualifications seeking a 


first-rate appointment at 3 


high salary; 


(2) Fairly capable — Ex- 


perienced individuals who 
find it difficult in the ordin- 


ary way to get a suitable 


appointment in consequence 
of a peculiarity, or of having 
ommitted an indiscretion. 





PR Those to do Iai and . 
book-keeping duties, 9 
= Some of the former, princi- 
pally young women and youths,. 
were trained by sending them _ 
for a course of instruction in 






one type « 









| though tl 

.~ tive was nor much peta in 
character. For instance, some 
rform tasks — would rather do less sitting at 
their desks and more “ knock», 








* vit Fup” Wine tere 4 
ticularly to those not likely to 
helped by be called up for national ser- 
ioning and ‘keen vice. lt reveals much, Those in 
‘or instance, immediate charge of the. staffs 
remain at the. know most of the facts wanted, 
» be more “on since they are in daily contact”. 
with them and the ennaa 
- = implemented by direct ques-* 
tioning, The information is 
embodied on a personal card - 
à l p for each member as follows. 
Wi a and outward A concise, yet peak ae 
1 schedule of duties of each ma 
section was also compiled for | 
) SE several reasons, such as: 
ith and Unemploy- (1) To show, at sight, the 4 
ce deductions, work ordinarily being : 
fund trans- | done er" a es et ee 
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slips 
| in catalogue 
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ans.of a check 
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e inserted into 
‘that only the 
the Register 


ribed how an 
1 By 
5 relating to 
- dispatch = 
ve masters, 
















Operation No. 


numerical order. 


Operation No. 


coming orders 


plained, were d 


remaining six carry it to tom- 


pletion. and at this point we can 


resume a description of the 
final operations in detail, 


g — FILING 
MASTERS, | | 
Masters. must be filed in 

Each master is kept in a 
special wallet provided so that 


the number at the top right | 


hand corner of the masters is 
visible. 


10-—~AGGREGAT- 
ING. 
Release dockets are sorted 
into alphabetical order and are 


mare with other dockets already 
“under guide cards. 
tomers. have individual guide 


Larger cus- 


cards. 

Periodically during the day 
the aggregator extracts dockets 
for packable. quantities... Pack- 


able quantities are reckoned on 
the basis. of £X per consign- 3 






ment, 

After o extracting release 
dockets for packable quantities, 
the agg — again goes 


e.g, five days previously, (Thi: 


: ay 


period of five days will vary 


according to circumstances.) | 


Invoicing to Quantity 


Speeds Delivery 
Where more than one — 
docket in a consignment is in- 


volved, release dockets 
clipped together, stating on the 


top release docket the number 


in the clip and the number of 





= appropriate. mast rs fi. accord- 7 





the control copy: 


invoice set will 
copy of the mast 


invoice set can be 
duplicator after o 
invoice typists. -hi 


-copies. together 
through all release dockets in : F 


the tray to extract any- dated, f 
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Inserting ordinary carbon 


in. the three top copies, the 
clerk now on up the. value of 
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sa~ by transport department for use 
vaic >- of .the aggregator, on, such 
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y cases which a customer can i 
—— dispatch days for par- 
in ticular districts, and any guid- 
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ance which can be given regard- 


ing the economical packing unit  Dispate 
for certain larger customers, agit r pies, a 
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— The i 
with y 


the serial 


shown. on the invoice. copy. 















quent saving öf Taat per cent GE a 
| paper. The difference of these 
` © percentages is due to the fac 
that in some cases more ite 
_ than there are room for ono 
ack- invoice have to be run on to a: 
1 of second or third set of invoice 
Or documents. ; 
an The reduction in invoicing © 1 
ee: means a corresponding reduc- ` 
wood, as it is tion in sales day book, ledger, y 
ible to pack and statement postings, A cor- of 
er J —— reduction in filing > 
work follows. bulk. 
With less outgoing docu- any in 
re. ments there is- naturally a. agegregat 
in saving in postage, mainly be- many lab 
cause by means of the system each ore 
Sit is possible to collate docu- also can 
d°ments for one firm, . Because mastery. 
pall necessary. information to 
~ an order is tecorded : on the 
— It is. possible due to 
h nt the flexibility of the duplicating . 
i carriage — machine to print on thin carde — 
ite E anv advice notes and acknow- -Th 
N Syst ledgments bearing the address tior 
e: ew system of the customer on the reverse pro 
necessary to compile side, thus cutting. out the ue 
ds until it is of envelopes. $ 
— are avail- As the last i 










































































everal orders checked in their in nitial stages of | 
one. invoice. the process, liability. to error is 
eduction reduced to. a Ht 





number final checking tim 
“ conse- A basic feature of the new 
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FTER three years of total 
war and at a time when 
every hour's labour is vital, we 
are losing 22 million weeks’ 


work every year; this from 
common and preventable ill- 
nesses such as colds, influenza, 
dyspepsia and rheumatism. 
As a nation, we cannot afford 
‘such a sacrifice; neither can 
industry, By the productien of 
to-day the industrial potential 
of to-morrow must be 
measured. That potential will 
only be attained by an adequate 
industrial medical service. 
With the object of fostering 
the awakening interest in this 
field, eminent medical authori- 
ties have placed their experi- 
ence and opinion at our dis- 


posal 


T has been found that, with 

maintenance of a full com- 
plement of vitamins the 
workers not only withstand 
such common ailments as colds 
and digestive troubles, but 
their production potential is 
manifestly increased. 

If the health of night-shift 
workers is to be protected, the 


added safeguard of a supple- 
mentary vitamin supply is 
essential. 


At no time can night work 
be regarded as normal, With 
black-out regulations, the prob- 
lem of ventilation, if not 
attended to, adversely affects 
the health of the worker. 

Unless properly conditioned, 
the air is vitiated, It is lack- 
ing in oxygen content and the 
worker is reduced to a listless- 
ness that not only lowers his 
production output, but increases 
his accident proneness. 

His routine of diet has been 
decidedly upset, It is usually 
the case that, although for 
working purposes he turns his 
night into day, he fails to 


HEALTH IN THE FACTORY 
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Night Workers Need 


Extra Vitamins 


First Instalment of a New Feature 


observe the converse, and does 
not turn his day into night. 

The reasons generally given 
for this are: inability to sleep 
soundly during the day time, 
and the feeling that, although 
working at night, after a few 
hours’ sleep, the following day 
is regarded as a holiday. 


HE opportunity for recrea- 
tion and amusements is 
greater than in the case of the 
day worker, The night worker 
often spends the afternoon at 
the cinema, What day shift 
employee would dream of 
rising at two in the morning to 
see a film before setting out 
for work at seven or eight 
o'clock? 

These factors all induce a 
state of fatigue in the mght 
worker far sooner than if he 
were on day work, 

It would be impossible for 
any works welfare department 
to insist on rules to be ob- 
served in the individual's 
rivate life. Human nature 

ing what it is, the problem 
defies solution. 

The only amelioration is the 
fortifying of the workers’ 
stamina by the best specifics to 
hand. And at the moment this 
would appear to be the nightly 
vitamin capsule. 


ALKING abont the cost 
of distributing vitamin 
specifics to his employees, a 
leading manufacturer remarked 
that, although he was willing 
to bear the whole expense of 
the scheme, he had discovered 
the psychological value of 
making a small charge. It en- 
hanced the value of the cap- 
sules, even although the price 
asked of the worker was a 
nominal one, 

Obviously, he claims, no one 
is going to pay for something 
which they have no intention 
of using, 

In this particular factory the 


Welfare Department have ar- 
ranged that small slips advo- 
cating the use of the vitamin 
capsules are inserted in the pay 
packets, “The idea did not 
take a great deal of selling,” 
our friend informed us, “ My 
employees soon discovered the 
benefits for themselves.” 

If proof were needed to 
support this claim, we have the 
evidence of the manufacturing 
chemist, When supplies were 


stopped, thousands of workers, 


finding the maker’s name on 
the box, wrote to him for 
supplies. 


HE incidence of industrial 
dermatitis and allergic 
skin diseases has increased ab- 
normally since the outbreak of 
war. This danger was foreseen 
and a considerable amount of 
research work was done by a 
certain group of scientists who 
have been treating this com- 
plaint from an entirely new 
angle. 
uring the past six months 
their treatment has been tested 


out by doctors in many 
different industries. 
Strict records have been 


kept of every case, and the 
summary of these proves that 
more than 80 per cent of the 
workers were able to resume 
work within a matter of a few 
days from the first signs of 
the infection. 


The medical — —— al- 


though pleased the results, 
are seeking to find. out why this 
formula has succeeded. This 
necessitates the taking of 
blood counts, ete. 

It would be inopportune just 
now to try and give details. We 
have seen the evidence of what 
has been accomplished, and the 
June issue of Busrness will 
tarry an exhaustive and 
authoritative article by the 
pharmacologist in whose lab- 
oratories the research was 
carried out, — 
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Black-out ventilators dispense with roof fans in this modern 
glass works. Jack roofs improve outlet, 


Better Black-out Ventilation 


in Summer Heat 


HE advent of summer 
brings home to us the 
necessity for effective ventila- 
= tion throughout the works, 
Fresh air assumes greater im- 
portance; yet relatively few 
people are aware of its far- 
pes effects in industrial 
ife. 
This subject has been raised to 
a major problem in the field of 
industrial welfare and output. 
erts have been conducting 
exhaustive enquiries on the 
effects that air in its pure and 
vitiated states has upon 
workers. Mr. Bevin, the Min- 
ister of Labour, has called a 
meeting of welfare officers and 
personnel managers to discuss 
= the subject, with a view to 
improving air conditioning as 
an aid to stepping up output, 


Government Finances 
Black-out Installations 


Government departments so 
clearly recognise the value of 
fresh air that they are willing 
to finance the installation of 
black-out ventilators, The Min- 
istry of Supply will grant up 
to 50 per cent for a mechanical 
_mstallation, and up to Ro per 
cent for non-mechanical. The 
Ministry of Aircraft Produc- 
tion and ‘the Admiralty will 
grant up to too per cent for 
either, 

Airflow, of course, was very 
carefully considered before the 
war; but black-out conditions 
have very seriously upset all 
the architects’ provisions for 
factory ventilation. The aper- 
tures they provided have had 
to be blocked up. 


by 
Francis R. Groves 


Many buildings were not 
built for the purpose to which 
they are now put. Many are 
lacking in cubic capacity. 
Garages constructed for a few 
men working on five or six 
cars, are now overcrowded 
with workpeople and machines. 
In such conditions it is little 
wonder that the atmosphere 
becomes vitiated and stifling. 


Atmosphere Choked| By 


Oil and Dust 


Various processes of manu- 
facture also adversely affect 
the atmosphere. The cooling 
oil used on high-speed machines 
in a constant stream all day 
long is absorbed into the atmo- 
sphere. The blue haze in any 
machine shop is evidence of the 
overloaded condition of the air. 

A case of the overloading of 
air with oil was demonstrated 
recently, Black-out ventilators 
were installed in the roof of 
the machine shop of one of our 
war factories, They were in- 
spected a week later and found 
to be saturated with oil, and a 
stream of it was found in the 
guttering. It was condensation 
from the overloaded atmo- 
sphere which had run down 
the roof, The blue haze of the 
machine shop had disappeared 
and a drop of 20 per cent in 
the temperature was recorded. 

While ventilation is fairly 
easy to achieve during the day- 
time, the problem is more 
dificult of solution during 


black-out hours. The doors, 
skylights and windows which 
can be opened wide in daylight 
have to be closed at night. We 
therefore have to setvourselves 
the task of getting fresh air in 
and preventing light from 
getting out. 

It is also desirable that the 
air should be changed continu- 
ally. The number of changes 
per hour necessary is governed 
by the type of work carried on, 
the amount and type of dust, 
oil fumes and other polluting 
agents thrown into the atmo- 
sphere, also its —— 

If, for instance, the building 
contains 1,000,000 cubic feet of 
air and ten changes of air are 
found to be necessary, then 
10,000,000 cubic feet of air 
have to be moved in and out 
every hour. 


Temperature Affects Work 
Output 


Temperature is another 
factor to be considered. lt 
must be remembered that air 
cannot be extricated from a 
building without replacing its 
equivalent. Normal atmo- 
spheric pressure must be main- 
tained, otherwise conditions 
become discomforting for 
human beings. In a scientifi- 
cally planned ventilating system 
suitable ingress and egress 
apertures are arranged. 

Inasmuch as the hot air is 
extricated: from the roof level, 
the air that comes in on the 
ground level is cold, This is 
all to the good in summer, but 


_in winter it has to be warmed, 


so inlets are located behind 
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Within a short while efficient 
black-out ventilators were in- 
stalled on one building as an 
experiment, The resulting im- 
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These ventilators are completely black-out, yet allow the 
maximum air outlet. 


wall radiators (where such 
exist) which ensures warm air 
being carried to the body of the 
building. 

In most buildings adequate 
ventilation can be obtained 
without the aid of fans, by 
what is called the plenum 
system, i.e„ making use of the 
natural law that hot air rises. 
Evën when the incoming air is 
cold, it has the advantage of 
carrying a high oxygen content. 
It is the ventilating engineer's 
job to put this across the 
* breathing line,” which varies 
in accordance with the position 
of the operatives. 

In planning ventilation, care 
has to be taken to prevent ex- 
cessive draughts in one place 
and pockets of stale air in an- 
other. The air must be distri- 
buted around the building at 
an even rate without undue 
speeds. Often it is necessary 
to deliver air under force, then 
fans have to be used to give 
power drive where natural feed 
is insufficient. 


Ventilation isan Improved 
Science 

This is no haphazard job. 
The science of ventilating has 
improved immensely since war 
began, Instruments for the 
measuring of air speeds have 
been perfected, and with the 
aid of charts and co-efficients, 
the ventilating engineer is able 
to eliminate all guess-work 
from his plans. 

A typical instance of what 
xan be achieved in overcoming 
the black-out problem is found 
at the Rockware Glass Syndi- 
eate’s premises at Greenford. 
Tn their gas producer house the 
problem of permitting waste 
gas to escape from the build- 
ing became serious since war 


regulations compelled them to 
close up all the necessary open- 
ings, some of which were pro- 
vided especially for this 
purpose. 

At the glass furnaces work- 
ing conditions were hot at all 
times of the year but in the 
summer the heat became so 
intense that an inducement was 
necessary to keep the men on 
the job. This took the form of 
a “heat bonus” which was 
granted when the thermometer 
registered a certain degree. 
Conditions became so intoler- 
able during the night time when 
the black-out shutters were up 
that the men threatened to 
cease work. On the manage- 
ment promising to do some- 
thing in the matter quickly, the 
men agreed to carry on. 


TREND OF TRADE 


High Profits - 


provement in the works was so 
immediate that the ventilating 
engineers were instructed to 
proceed with a second roof. 
This was equally satisfactory 
so orders were given for the 
remainder of the works build- 
ings to be converted. On one of 
these, 36ins. extract cowls and 
fans were removed from the 
ridge of the roof and replaced 
by black-out ventilators, with a 
resulting improved efficiency in 
the air conditioning. 

In the conversion, the free 
air area of the extract aperture 
had to be considered. The’ 
existing ventilating louvers 
opened wide, but the black-out 
ventilators could not give such 
openings without showing the 
interior light, so jack roofs had 
to be constructed. These pro- 
vided for double the amount of- 
free air area. 

Since this installation, con- 
ditions have not warranted the 
payment of the “ heat bonus.” 
Whereas before the system was 
installed, the men on the furn- 
aces had to work stripped to 
the waist, now they are able to 
work in comfort in their shirt 
sleeves. 

This was the first glass 
works in the country to adopt 
this system; others have since 
followed suit. 


High Prices ? 


(Continued from page 15) 


OW is it possible to reduce 
distribution costs under 
such conditions? 

The fact is that the manu- 
facturer is in the hands of 
the customer and the distri- 
butor. Is the distributor taking 
too big a slice to-day, thanks 
to his now powerful associa- 
tions? These two experts in 
monopoly, Professor Hermann 
Levy and Mrs. Joan Robinson, 
are convinced of it. When Mr. 
A. J. Sainsbury points to the 
consumer's demand for service 
and the low turnover of the 
little back-street shop, Mrs. 
Robinson answers with this 
teaser : 

Is it not rather the case 
that high distributive margins 
caused by the decline in com- 
petition and the growing 
practice of price-fixing at- 


tracted an unnecessa 
number of people to the jo 
of selling? 


In other words, she believes 
that the rise in costs is the 
result of the rise in prices, and 
not that the rise in prices is 
the result of the rise in costs. 
This is an ingenious argument, 
but is there a flaw in it? 
Theoretically, it is unmanswer- 
able; in practice, a number of 
other factors enter into the 
problem. 

N America, for instance, 

price maintenance is illegal. 
So in 1940 a friend of mine 
bought some expensive tech- 
nical books at prices averaging 
6 per cent below any others in 
New York City. Yet distribu- 
tion costs are notoriously far 
higher in the United States 
than here. » 
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“Is my works control cally complete?” 


— — 
— 


— 





ASK yourself — how much time is wasted in your works while operatives 
queue up for job dockets, and chasers interrupt the work of machines? Do 
you really know how much unnecessary material is used and paid for? 

The time has come to face up to the facts. In place of haphazard methods, a 
modern system of control is needed — the system that has pioneered 
mechanical production control in this country — the “B amd A” 
Simplex System of Production Control. 

It has increased the efficiency of countless organisations throughout the 
country. It can do the same for your works. The first step is—call in “B and A”. 


With the “B and A” Simplex Production Control System, every operative and every department! 
receive all the information they require, selected and reproduced mechanically from one 
master schedule which, once checked, ensures complete accuracy of all pre-determined 
information and eliminates the possibility of delays and loss due to errors, 


& fi ti 





BLOCK & ANDERSON LIMITED, 


“B and A” SIMPLEX Old Mill ae ee Rå., 


BANDA (Ormig) SPIRIT DUPLICATOR Telephone: Trumpington 305 (3 lines | 
MARCHANT CALCULATORS — 

FACIT CALCULATORS LIVERPOOL. aS. NOTTINGHAM | 

VICTOR ADDING MACHINES —— Se SHEFFIELD | 

BELFAST + $ S O IRISTOL | 








— 
PIONEERS OF MECHANISED PRODUCTION CONTROL 
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Take the Work to the Worker 


IGH production with low 
manpower, with its asso- 
ciated problem, how to get 
women to handle the same 
heavy loads as men, still call 
for all our ingenuity to solve 
In spite of all the time studies 
and fatigue graplis, we have 
yet a lot to learn in applying 
their lesson to our own works 
lf, however, you feel any 
complacency in this matter 
just take a walk round you 
works with the idea of discov- 
ering how much lifting and 
hauling is done by your opera 
tives. Even to-day, as much as 
5 per cent is wasted in somi 
firms by workers fetching and 
carrying work that should be 
brought to them by mechanical 
means, 

Recognising the importance 
of interior transport, BUSINES 
has recently conducted a 
survey of the field, the results 
of which will be published in 
a series of articles on the 
subject. 

We found that one firm was 
able to save £7,800 a year by 
the use of a new type of grab, 
which eliminated the work of 
four men; another company 


















OO NS 


Above: View shows 
inclined humpers to 


give the necessary —— 


—— Boxes can 
taken off any- 
where along the run. 


Right : The conveyor 

can be laid in any 

direction and to any 
altitude, 


and INCREASE Output 


by 
A BUSINESS EXECUTIVE 


killed two birds with one stone ance, We came across several 
in achieving a production „instances in which progressive 
operation while the containers war factories not only cut down 
were in actual transit between their producti Tt time, hut also 


two other operations achieved a substantial saving 
The main factors affecting in fuel 

such problems are : A fuel controller at a large 

(a) Time. engineering works in the Home 

(b) Fatigue Counties explained to our 

(c) Women doing mens representative that when his 

work firm appointed an economy 

To complete a job in less committee, its first job was to 

time meant cutting down some- investigate the operations 


where, While often it was not where fuel was used, An item 
possible to save time on the that attracted the officials’ at- 
actual job, the transporting tention was the petrol-driven 
part of the work offered plenty trucks that carried ashes from 
Or scope lt was also in this the ovens to the tip 

part of the ork that the They worked out a plan to 
fatigue factor was most pro- construct a roller conveyor 
minent, and it is the last hour over a distance of about three 
of a worker's day that calls for hundred yards,. with branch 


careful study This applies iines. As the point of deposit 
especially to women on heavy was lower than the ovens, no 
work power was necessary; gravity 
Besides the foregoing tactors, provided the necessary motive 
fuel saving is ot vital import- power, This conversion affects 
a saving of 520 gallons 


+I petrol a year, Its 
miv cost was the capital 
utilas 

What of the situation 
that is entirely on the 
orizontal ? 

\t a famous margarine 
works, no less than a 
mile of dead flat track is 
emploved. as wel as 
several gradients To 
ntroduce the necessary 
yradients into the Hat 
stretches, “humpers” are 
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In spite of staff shortage many thousands of Accounts Departments 
are still on time with their work — still 100°), efficient. That is 
because so many thousands have installed Sumlock — the British 
adding-caleulator. Sumlock will help you tremendously, and where 
the need is proved. machines are available for immediate delivery. 
Compare the times needed for the following caleulations. and allow 
us to support these figures by demonstrating the Sumlock in 


your own office. 
OPERATING 


* Calculate 284% of £12 


* Give weight in —— 
Tons, Cwts.., Qrs. ie eS: 

Per ft.run. Lengths. 

100 lbs. L26: 87s. 1/24". 

17.851lbs. 4/36’; 4/34’; 6/30"; 
i 6/21" 6” 

258 1bs. 3/24" 

45.90 lbs. 5/587; 9/5’ 


ASK FOR A DEMONSTRATION 
ON YOUR OWN WORK. | —— 
A 
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i me ‘Fay 
aust 


RE eA 
PK 

7 
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Lifting heavy shells for shot blasting. Shell is raised from 
truck level and lifted high enough for gravity feed. 


Photo: Courtesy 
installed at regular intervals. 
These consist of a _ 14-h.p. 


motor (which gives a lift of 
4 ft. 6ins, to 5 ft.) to raise the 
traffic to the necessary height 
to allow gravity to impel the 
object at the desired speed to 
the maximum distance. 

Where the flow of work 
from several production units 
converge to one outlet, or con- 
versely, where one flow is to 
be diverted to several points, 
ingenious switch gears are in- 
stalled. By a special timing 
device, the flow of traffic can 
be alterated as desired. 

At the margarine factory 
we -visited, boxes were being 
conveyed from the box-making 
plant to the packing shops. The 
conveyor is fed by a vertical 
elevator, which in turn is fed 
by another conveyor from the 
nailing machines. Two main 
runs from the box factory are 
diverted to four branch tracks 
by means of switches and lift- 
ing sections, 

Before these conveyors were 
installed, a horse and cart and, 
latterly, a lorry, were used for 
the boxes’ exterior section of 
their journey, Once inside the 
packing shops, they were man- 
handled with the aid of trucks. 

A works manager of a plant 
producing bomb-beams and 
other aircraft equipment, raised 
an objection to this method of 
interior transport. He con- 
tended that it is not flexible 
enough for his type of work. 


“ Production 


and Engineering Bulletin.’ 


He said: “I may want a 
batch of parts taken from No. 
4 machine shop to ‘C’ as- 
sembly bank this week, and 
next week they will be required 
at ‘F’ assembly.” 

The portable conveyor solved 
his problem in a practical 
manner, Sections of eight feet 
long on robust supports of 


structural steel, so constructed 
to carry the combined load of 
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the roller conveyor and the 
traffic were employed. — 
Contrary to general impres- 
sions, the problem of transport 
is not solved entirely when the 
product is deposited on the site. 
Lifting it to the machine is 
another operation. The human 
body can be safely and econo- 
mically utilised as a carrier 
only within certain load limits. 
To ignore this vital considera- 
tion is to ask for trouble. 
When these limits are greatly 


exceeded, injury is almost 
certain to follow, causing 
absence from work. Even to 


exceed the limits to a small 
degree, habitually, has a harm- 


ful cumulative effect, and 
reduces the capacity of the 
worker. 


In many factories the intro- 
duction of lower benches would 
do much to eliminate a large 
amount of lifting. The more 
the load can be kept at a con- 
stant level throughout the less 
energy is expended, which 
tends to increase output. 

The commonest and earliest 
of labour-saving methods was 
the transport of loads by 
barrows or trucks, Though an 
increasing number of mechani- 
cally propelled trucks are now 
in use, the push-barrow is still 
widely used in industry, and 
women may be employed in 


(Turn to page 50) 









Table of Gradients for Various Commodities 


Commodities. Remarks. Grade, per cent. 
Wood cases . 20 lbs. to 50 lbs. 4 

* » «+ B0108 to 150 Ibs. 34 

" » «. 50 lbs. to 250 Ibs. 3 to 24 
Cartons 3lbs. to 7 Ibs. 7 

è 7 lbs. to 15 Ibs, 6 

» I5 lbs. to 50 Ibs. 5 
Crates 20 Ibs. to 125 Ibs. 44 to 5 
Barrels Filled 4 
Drums 150 lbs, and over ... os,  S tOkke 
| Baskets With wood runners average 4 
Mould tyre 1,500 Ibs. Ri SONRAS 
Tyres ... All standard auto sizes . 7 
Milk cans Empty 5 

— Full bas ay — 
Tote pans Depending on weight and 

conditions ee — ue tte 

Timber Standard boards ... — 
Bricks .., ... Standard sizes 4 
Bobbin boxes... Filled 3 

~ »  «. Empty 34 


| Commodities such as bags and bales, which are handled 


on wood pallets, require the same grade as wood cases 
| of similar weight. 
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EMPLOYEES 
PAY SLIP 


~ 






< One Handwriting, with carbon duplicate: 
eM PERSONA | provides these three essential records 
= Aji US iste). 

NFESORD 


wy — (1) Personal Record. Complet 
RSD | analysis of nett amount due 
| | | : — and record of tax deductions 
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Te 
/ | f Pa A E AST becomes a permanent Wage: 
AA & ttf yy Book. 
— (3) Employees’ Pay Slips. Com- 
plete facsimiles of (1) and (2) 
these show how the money i 
the envelope is made up 


(2) Wages Book. Placed in 


Loose Leaf Binder, the forme: 
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EEPL 


x S 
AN 


Let us send you a sample set 
forms for mveshganhon. 
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PERCY JONES (J@inlock ) LTD. 37 CHANCERY LANE. LONDON. W.C2. seékENNAM kên 
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NEW —for the Office and Factory 


ATOMISED DISINFECT- 
ANT NO DRAWBACKS 


As is known, all disinfectants 

are gauged against the carbolic 
äs unit one, and the results are 
known as ‘ Ridial-Walker"' values. 
Essanol & Tardis have particularly 
high *R.W." value; in fact, they 
are 75 times stronger than carbolic 
This achievement is the result of 
incorporating a substunce known as 
bi-duozene. 

Of itself, this would not lift these 
specifics above the average disin- 
fectant, but an inclusive feature fs 
the incorporation of essential oils 
in their formula, 

Remarkable results have been noti- 
fied. By their action on the respira- 
tory tracts the mucus membranes are 
fortified to resist even dangerous 
epidemics of colds, 

The ordinary atomised sprav diain- 
fectant induces sneezing, which 
tends to spread colds, so that the 
cure is often worse than the disease. 

Much trouble has been caused in 
the past by the corrosive action of 
certain liquid disinfectants, but 
Essanol & Tardis containing, as they 


do, essential oils, do no damage 
whatsoever to fine cutting edges, 
burnished spindles, or small preci- 
sion units when lying on the 
assembly benches, These, therefore, 


can be used with absolute safety in 
machine shop or assembly room 


THE MAZDA INFRA- 
RED INDUSTRIAL LAMP 


The use of infra-red energy for 


the efficient heating of paints, 
enamels, or other materials postu- 
lates an efficient source of that 


energy at wavelengths which research 
shows are most suitable to the work 
on hand. Having regard to the many 
potential applications of the infra-red 
process, it is not likely that a single 


source ideally suited to every job 
will be found. 

The filament lamp designed to 
radiate energy over a waveband 


covering the near infra-red region is 
a highly efficient compromise. It is 
sufe to say that there is nothing in 
view which is likely to challenge the 
tungsten filament lamp for this 
purpose. 

Fiat banks of reflectors are readily 
applied to simple flat surfaces and to 
areas having relatively shallow con- 
igurations, Both statie and portable 
equipments may he designed on this 
basis / 

Other practica! advantages are in- 
herent in the tunnel installation 
With work conveved at constant 
speed through the tunnel, a desired 
heating cycle is readily achieved by 
providing different flux densities over 
consecutive sections 

Movement of the work relative to 
the reflectors has the effect of aver 
aging small variations in fux density 
due, for example, to slight striation 
in reflector distribution. 

Tunnels of circular cross-section 
have wide applications, and parabolic 
reflectors may be used. Relatively 
high flux densities are produced 
within the circle by the overlapping 
beams, and the tunnel diameter is 
determined by the flux density 
required. 

Tunnels are designed to ac: 
date various products 

The tunnel length must be sufficient 
to give the longer process time with 
the minimum conveyor speed accept 
able. Shorter times are obtainable 
by switching out sections of a tunnel 
or by increasing conveyor speed if 
this is preferred. 


olin 





An infra-red leaf radiation tunnel, showing expansion lattice. 


BUTTER-PAT MACHINE 


3 The provision of large quantities 
of portions of margarine of equal 
size is a lengthly undertaking by the 
canteen staff unless assisted 
mechanically. 

The Euk butter-pat machine will 
supply in less than one minute 64 to 
384 pats (according to size desired) 
from 2 lbs. of butter—each pat 
exactly the same in size, weight, 
shape and appearance. 

A feature of the Euk butter-pat 
machine is that it not only makes 
pats of different weights, but of 
different and pleasing shapes accord- 
ing to the die used. Further, the 
weights per pound given by each die 
van be relied on to within an ac- 
curacy of 2 per cent. This allows of 
an absolute cheek on supplies and 
is exceedingly important where 
rationing is required. 

All parts in contact with butter 
are of heavy, unbreakable, synthetic 
china, and are all detachable for 
cleansing. They have simply to be 
washed in the sink in the ordinary 
wat 


TO SUPERSEDE THE 
RUBBER STAMP 


Sow that rubber is so scarce, 

rubber stamps are almost un- 
procurable, Consequently the Numer- 
stamp will be welcomed by all office 
executives. It possesses several new 
advantages, for not only can one use 
ordinary typewriter type, but hand- 
writing can also be reproduced 
facsimile. 

This patent office accessory enables 
anyone, without previous experience, 
to make up a substitute rubber 
stamp within a few minutes. 


in office chit, several duplicated 
envelopes, or labels, notice-board 
tnnouncements for issuing general 


instructions to staff, and tickets, are 
hut a few of its many uses. 

The outfit consists of a special 
writing board and a stylo pen, and 
two sizes of stamps complete with 
stencils for typewriting or hand- 
writing, These are the usual wax- 
type stencils specially adapted. 

The typewriter stencil is mounted 
on n guide sheet for guiding into the 
machine. The maximum area of print 


is Sins, by 2ins. The stamp prints 
up to the extreme edges of the 
paper, 


The stamp is of the normal rubber 
Stamp design, but instead of the 
usual rubber the pad is of specially 
prepared thick soft felt impregnated 
with a flnid that facilitates the 
absorption of the ink, which is of a 
special kind, and is rubbed into the 
pad by means of a brush, 

The stencil, after being prepared, 
is simply placed in the Inked pad 
and the Numerstamp is ready for 
use. 

After use, the stencil may be re- 
moved from the felt pad, cleaned and 
filed away in a blotting-paper folder. 


A stencil! file fs supplied with the 
outfit. 

Severn! colours of ink are avail- 
able. Many hundred impressions 


have heen 
stencil. 


obtained from a single 
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brown, and these colours are ™ 
contrasted with the green, buff, 
off-white, and perhaps other 
colours of the floor covering, 
walls and ceiling. Even very 
bright colours are sometimes 
deliberately introduced to give 
a cheerful atmosphere; but not 
in industry, Paint is generally 
used merely as a protective 
agent without much considera- 
tion being given to its possible 
F value as an aid to production 
and welfare. 

Industry depends on vision, 
which in turn is controlled by 
various factors, among them 
being : 

1. The brightness of the 

object to be seen, 

2. The contrast between the 

object and its background. 


Let Colour Light the Work 





by Since an object appears bright 

DUNCAN STEPHENS by virtue of the light reflected 

—— from it, its brightness depends 
OST industrial work The material worked is often on the amount of light falling 


depends on the accurate nearly the same colour as the on it and its power of reflec- 
positioning in space of tools or machines and the working tion, All the light it receives 
material In turn this depends tools. A quite unintentional usually comes direct from the 
on the ease with which the camouflage effect is obtained lighting system, either natural 
eyes can judge distances or can which partly neutralises the ad- or artificial. 


find prominent details to aid vantages of first-class eyesight, In many cases, particularly 
them. : or ample lighting, or both, where the tool areas are sur- 
In a desert it is almost im- In most other fields of rounded by parts. of the 


possible to gauge distances, human activity colour contrast machine, as in power presses, 
since there are no outstanding is used, by accident or design, the light reaching the tool 
landmarks and no colour con- to make seeing easier and more direc tly could be greatly aug- 


trast to help, Seeing conditions ‘accurate. mented by reflection from ad- 

in’ the factory interior are diffi- In a business office, for jacent surfaces if they were 

cult for the same reasons. example, the objects in the im- sufficiently light in colour. 
Machines are much the same nediate field of view on the Thus the lighter the colour of 


colour as their backgrounds. desk top are black, white, and the paint on the tool and 
— — 


TAYLOR WOODROW CONSTRUCTION 


LIMITED 


Building and Civil 
Engineering Contractors 


London Office - 10, ST. GEORGE STREET, LONDON, W.I 
Telephone : Also at RUISLIP ROAD, SOUTHALL, Middx. ,,Telesrame: ap 


WAXiow 2366 (8 lines) 











And Branches throughout the Country 


} 1P7 | Deu JERY 


: RY owner or manager of a factory 

r workshop should know about i a 

OWCEM ” cement paint. Tt 

sents. a new and inexpensive way |- cae 
‘secure more and better — and a | 


MORE LIGHT THROUGH 
EFLECT ION. S 
OWCEN a — applied to walls: ye 
ceilings, and where possible to 
increases actual light through its | 
“reflective properties. Workers | 
see better at their machines or. |. ip 
hes and do not suffer from fatigue | mately 3-4 sq 
sed t fect lighting airtight metal © 
3 prices: 3 
AAU YE 112 Ibs. 56/-. 561 
e SNOWCEM * ** in White l 4 * 


cee Prompt delivery is assured. You are invited to write fi for: i 


= THE CEMENT MARKETING CO, l 
HE CLUB HOUSE, COOMBE HILL, Kingeta 


“Agents: G. & T. EARLE, Ltd., 
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surrounding areas, the greater 
the brightness of these parts. 
Contrast entails a difference 
of brightness or colour, or both, 
Since it is difficult or impos- 
sible in practice to obtain the 
brightness differences required 
at different points in the tool 
area by adjusting the light, it 
is obviously better to rely on 
differences of colour or shade 
Given equal illumination, for 
instance, light buff has twice 
the brightness of light battle- 
ship grey, and medium buff 
about three times the brig! it- 
ness of dark battleship grey 








Just where 
you want © 


il. ee — 


All the light you want just where you want it and 
is the efficient, 
current saving light that “ Memlite” Adjustable 


none wasted elsewhere — that 


Lamps offer you. 


Strong, rigid and well finished, they are the 
ideal lamps for work-bench or desk. Thousands 
of “ Memlites ” are in use for localised industria! 


lighting. 


Send for particulars of models and prices. 


MEMLITE S S 


— — — — 
— ae 


DANT LIGHT 


The colour distortion of 
some types of discharge lamps 
is by now well known. It 
would be absurd to attempt to 
use hght red under plain mer- 
cury and sodium. lamps. since 
the apparent colour would be 
chocolate and grey respectively. 
Tests mdicate that vellow paint 
is objectionable to the opera- 


tives, while light green, though 
colour, iS not a very inspiring 
one, 


Though some contrast is de- 
sirable, too much of it is a 
definite handicap. It has been 
found that a combination of 
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ADJUSTABLE LAMPS 





MIDLAND ELECTRIC MANUFACTURING Co. Ltd., 


(DEPT. B2) 
TYSELEY, BIRMINGHAM, 11 


Specialists in Switch, Fuse and Motor Control Gear. 


Manufacturers o/ 


Hich Efficiency Electric Fires, 
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Seeing under Natural Conditions... 










FLUORESCENT TUBES 


You can have Lighting of 









WRITE FOR FULL > Daylight Quality all the time 
UST NO 980 ve <a at Low Running Cost 





LIGHTING LAYOUTS TO SUIT YOUR OWN PARTICULAR PROBLEMS AND ADVICE 
FREE ADVICE FROM OUR TRAINED ENGINEERS IS AVAILABLE WITHOUT OBLIGATION. 


Advt. of SIEMENS ELECTRIC LAMPS AND SUPPLIES 





LIMITED, 38/39 Upper Thames Street, London. E.C.4 


Save 16/4 Man hours with the 


ising — E 


POWER FLOOR © 
SCRUBBING .....»: 
MACHINE = 


A demonstration will convince you that the 
Dixon Power Floor Scrubbing Machine not 
only covers the floor seven times faster but 
leaves it infinitely cleaner than by the old- 
fashioned and costly charwoman method. 
The Dixon is made to scrub any type of 
floor, is easy to operate and can be used by 
any available labour, It is power-driven and 
perfectly balanced and will not tire the 
operator. it is easily converted into a Floor 
Polisher and Burnisher. Write and let us 
show you how to save valuable labour and 
maintain your floors in a healthy and 
hygienic condition, 


R. G. DIXON & CO.LTD. 
CAPITOL WORKS, EMPIRE WAY, WEMBLEY, 


Middx. Phone: Wembley 4139. 
Ee SS ———— — 
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\ pplied to Government Depart 
Municipalities, Hospitals, Sanator 
tutions, Commercial and Indust 
takings, eti 
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RECORDS COST MONEY, ARE YOU 
PAYING TO HIDE VITAL FACTS? 


Shannon Visible Records give a panoramic view of 
Key facts—posting is many times faster than in 
books. A unique all-metal Suspension holds the cards 
securely yet gives maximum freedom of movement. 
Cards are instantly removable. Both sides are 
available for posting and Auxiliary Sheets provide 
additional information or 
increase the card life. Let 
us show you how Shannon 
Visible Records will help 
to increase your control 
and production. 


To comply with Paper 


Order : 
stamp for — 
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VISIBLE 
RECORDS 


Gire all the answers-insta 


IMPERIAL, HOUSE (Dept. A.3), 15-19 KINGSWAY, 
LONDON, W.C.2, 
And at Bir’ham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agt.) 












Apeedsir thle - Opening, bs 


This Electrically Operated machine is 
s designed for the rapid open- 
ing of all types and sizes of mail 
without damage to the contents, and 
with the minimum of effort on the 
part of the operator. 
There is also a Hand Operated 
Machine with Automatic Feed. 





Send for particulars. 
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BUSINESS for 
Take the Work to the 


Worker 
(Continued from page 42) 
continuous lifting on such 
work. The conveyor can 


obviate a lot of this. 

Lifting heavy shells is a 
man’s job, Even he gets tired 
before the day is over; ‘it is 
certainly beyond the powers of 
a woman. Yet women are now 
doing this work every day and 
all day long—with the aid of 
the conveyor and lifting gear. 

In complex operations now 
easily done by girls, practically 
all the lifting is done mechani- 
cally. An example of this is 
seen in one of the largest fac- 
tories in the country, part of 
which is devoted to the assem- 
bly of shell fuse bodies. 

These are carried on a speci- 
ally designed two-tier con- 
veyor, which feeds them to girl 
operatives. The speed of the 
conveyor is five feet a minute, 
and it works on an endless 
chain fitted with wooden blocks 
that are shaped to take the fuse 
bodies. Incorporated. in the 
conveyor are fuse-body holders 
which swivel at finger pressure, 
and then “ stay put.” 

The machine operators take 
the fuse body from the lower 
tier, carry out the necessary 
drilling or other operation, 
then replace the fuse body on 
the top tier, Thus the fuse 
bodies can be assembled stage 
by stage, while the main con- 
veyor carries them on to their 
final point of departure as the 
finished article, 

This specially designed plant, 
carrying high-efficiency tools, 


| enables 320 fuse-body holders 


| 


per hour to be delivered to each 
of 30 operatives at a regular 
and controlled pace: 






TYPE E3. 


INTERNATIONAL COIN COUNTING MACHINE COMPANY LIMITED 


Telephone : WALTHAM CROSS 3241/2 
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Manufacturers of all Types of 


CONVEYORS 


INCLUDING 


SLAT, CHAIN, ROLLER, BELT 
& OVERHEAD CONVEYORS. 


If you have any Conveying Problems one of our engineers will 
be pleased to call on you. 


W. & C. PANTIN, LTD. 


Telephone: EPPING 2271. CENTRE ROAD, EPPING, ESSEX. 


Self Adhesive Tape Fixes Identification 





` SPEEDY accuracy and efficiency from inexperienced hands. Urgent war orders can be rushed to com- 
pletion quickly and accurately by inexperienced operators with the aid of INDUSTRIA self-adhesive tape which 
fixes identification, instruction and rejection stickers to any smooth surface. INDUSTRIA cellulose tapes are 
stuck directly on the article at the required point to eliminate any possible error in instruction. They adhere 
permanently to any smooth surface in a split second without moistening, yet they can easily be peeled off leaving 
no mark. They will not pull off like string tabs, or fall off like old-fashioned gummed stickers, nor rub off like 
chalk marks, and apart from this there are many more applications for self-adhesive tapes which are to-day used In 
hundreds of war factories. 


far erica Industrial Tapes Limited 
52 MARGARET STREET, LONDON, W.1 


Museum 8246-7. 
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recommend it 
flooring : 


| main 
. cement and the aggregate, The 
: cement usually 


> bitumen. 
usually 
limestone and mineral grit, 


| been 
years and are extensively em- 
l ployed in the laying of floors 
in chemical and other indus- 
trial premises. 
"virtue 
“over long periods and retain 
: fheir qualities throughout, 


a J 


colour. 
p< come recently by 
sciemist. 


mes 


a a — use en 


“account of its excellent water- 

proofing qualities, and because 
vof its clearly hygienic durable 
surface, 
and roof s and floors of factory 
premises, 


Tt is ideal for roads 


Unlike unyielding concrete, it 
“kind,” not only to human 


feet but to all sorts ot traffic. 


as a work's 

(a) Absolutely non-penetrable 
by water, 

ib) TI hermally resilient. 


(c) Mechanically resilient. 
(d) Non-skid, 
Consequently, it is able to 


take the strains and stresses of 
‘heat expansion and contraction, 
also to 
stresses 


take the variation of 
of mechanical and 
other impacts, as well as a wide 
range of vibrations. 
Possessing these qualities, it 


: has much to commend it as the 
“ideal factory 
processes, 


foor for many 


Asphalt mastic is a manufac- 
tured product containing two 
l Perei asphalt 


consists of a 
blend of bitumens, such as 
Cuban bitumen and. petroleum 

The aggregate is 
made up of English 
A 


variety of sur faces are 


obtainable, eee require- 
ments, 
spreader: can. 
face toai 
-perfectly s 


A. skilled asphalt 









The job. e laying an asphalt 
foor can be completed in less 
time than any others, | 

Acid-resisting asphalts have 
devised within recent 


These have the 


of remaining durable 


One of the prejudices against 
asphalt was its dark unpleasing 
This has been over- 
an English 
discovered 


y he h ne 


a a ae of pro 


‘the © additional . 


. Which is resilent is a useft 


bring. up his sur- sesse 
ee satin texture and concrete, 


not “dust” 








më coloured a 
asphalt.. The product, which 
incorporates all the qualities. of 
the original unimpaired, Bas 
advantage o- 
giving a pleasing effect to any 
floor. It is fadeless and dur _ 
able, so its range of adapta- © 
bility for all types: of flooring i: 
is much widened, 


The non-skid. —— of | 
asphalt is a factor to be borne. 
in mind. This was one: of, the - 
chief reasons for its great _ 
popula in emer 
road making. 
which has proved su 
on roads {even whe 
should recommend its 
interior work, especially w 
vehicular and. pedestri 
is busy, 

Many serious ac 
cansed through 
ship. This ofte 
the floor round s 
ways and gang 
worn to a skating. 


Another advantagi 
asphalt floor is also wo: s 
note, Where excessive traffic 
has worn æ hole in it, local — 
repair is easy and cheap. The = 
re-flooring of the one spot binds ~~ 
in and becomes integral with 
the rest of the. old flooring, o 


Where vibration becomes 
production problem, a floo 






























factor in helping 
down the vibrations. 


The asphalt floor also pos- 
sesses qualities over one of 
inasmuch as it does. 
to anything like 
the same extent. — 

A war factory. near’ London ee 
employing a number o amp 
ing machines was faced with 
the problem of dust. The 
works manager explained that 
they found this was due to 
excessive vibration causing the 
existing concrete floor to crack 
and powder. Asphalt was sub- 
stituted, and it was found tc 


to. damp — 





‘possess the necessary amount 


of resilience to damp down the 
vibration. It proved so success-. © 
ful that its use has been ex- 
tended throughout the machine 
shops, 
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" GENERAL ASPHALTE 


ASPHALTEEN 
FLOORS 


durable . dustless 
hard} * warm ° clean 
jointless - impervious 
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HEAD OFFICE; 41 GREAT PETER STREET, LONDON, S.W.1 
LONDON - BIRMINGHAM - LIVERPOOL - GLASGOW - BELFAST 













CONTRACTORS TO A 
BICYCLE PARKING | ADMIRALTY, AIR MINISTRY & WAR OFFICE 
BLOCKS m™ THOS. JOHNSON 
panies ee (METAL PRESS WORKERS) LTD 
ae. | MANUFACTURERS OF 
FERRULES « GENERAL 
CUPPED PRESS WORK 





Er a These Blocks cause no obstruction 
when Jaid level with the surface 


and enable bicycles to be quickly F ~ l 
parked and removed without any — - x 

lifting. The groove goes right — > 

through the block to facili- — nl J— 


tate drainage. Concrete shed | 
cere ee ene Re’ Seas WHITEHOUSE * ASTON BIRMINGHAM. 6 
STELCON (INDUSTRIAL FLOORS) LTD. | 
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The Canteen Brains Trust’s | 


Views on 






Control 


This kitchen layout helps efficiency. 


A HOST of questions re- 
ceived during this month 
cover a variety of subjects of 
interest to all canteen manage- 
ments. The Management Com- 
mittee of a firm in the Southern 
Counties are particularly 
anxious to obtain information 
on the following question. 


1 Is it practicable to make 
special canteen arrange- 
ments for feeding “under 


Miss Garputt: “I do not 


think it should be necessary in. 


a well run canteen to make 
special arangements for feeding 
under eighteens. The canteen 
allowances of food will provide 
adequate nourishing meals for 
both juveniles and adults if the 
are well cooked and served. 
The difficulty is usually to 
ensure that juvenile workers 
do not miss the main meal and 
buy only snacks each day. To 
guard against this any possible 
- concessions in charges to meet 
their limited means are very 
desirable. In some canteens it 
has been found useful to invite 
parents of juveniles to visit the 
canteen and so stimulate their 
interest and encourage them to 
allow their children to buy the 
main meal each day.” 


Our second question applies 
more particularly to peace time 


buying, although there are still 
e l | s° UE 


2 Is there any advantage in 
buying branded products ? 
Miss GARBUTT : “ Yes. 
Branded products have a 
reputation to maintain and in 
buying them you are sure of a 
definite standard of quality.” 
Mr. Stenr: “ The advantage 
of buying branded products, is 
that one can be certain that the 
goods are standardised, and do 
not differ in quality, Un- 
branded products are inclined 


-to vary, according to market 


fluctuations—which may 
dangerous if they are handled 
by inexperienced persons, 

“ It must, however, be borne 
in mind that when buying 
branded articles, one is paying 
a premium for the advertising 
concerned.” 


The acute shortage of crock- 
ery at present is reflected in 
the number of questions sent 
us, which is the subject of 
question number three. 


3 Do you know of successful 
precautionary methods to 
prevent or cut down crockery 


breakages ? 

Mr. Coatey ; “I think break- 
ages can be kept at a minimum 
if reasonable care is taken and 
the right kind of equipment is 
provided. The type and size 
and height of the sink is an 
important factor in this matter. 

“ Nine-tenths of the staff are 
careless in the way they shute 
theo the eink 


anaalrarı inta 


for 


Canteens 


Most breakages are 
through carelessness, 

“I cant say that a bonus 
would solve the problem, It is 
an invidious system. To make 
it effective it is necessary to 
keep records and this costs 
time and money, 

“If a trayful of crockery is 
dropped it 1s often difficult to 
apportion the blame. It is a 
zase of did she fall or was she 
pushed? 

“My method is to impress 
on all workers the necessity for 
being as careful as possible. 
This I emphasise by pointing 
out the scarcity of supplies. 

“ A greater source of losses 
is pilfering.” 

Mr. Surman: “ Most break- 
ages of crockery in a canteen 
occur in the course of collec- 
tion from the tables and service 
counters and in washing up, 
therefore a carefully planned 
system should be operated in 
carrying out this work. 

“Tt will be found helpful to 
collect used crockery fromthe 
tables on suitably constructed 
trollies, each kind of article 
being stacked separately, Care 
must be taken to avoid the 
mistakes of attempting too 
much at a time by overloading 
the trollies or stacking too high, 

“The wash up should be 
equipped with ample benching 
for stacking used crockery, 
also for washed crockery await- 
ing re-distribution. The staff 
engaged on washing up should 
be shown the proper way to 
handle the crockery, Too much 
should not be placed in the 
tanks at a time as washing 
up by this method is bound to 
cause chipping and breakages. 

“ Dish washing machines are 
a great help if“ carefully 
operated. I know of cases 
where breakages have been re- 
duced as much as 50 per cent 
by using the conveyor type of 
washing machine. 

“A system of recording 
breakages against the staff con- 
cerned achieves onnd recnlte ” 


caused 
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Mr. Srent: “The great 
loss of crockery in canteens is 
not primarily owing to break- 
— is due to pilfering. 

“The most elementary 
methods of preventing this are 
either a token or deposit 
system,” ; 

Miss Garpurt; “The placing 
and type of washing-up equip- 
ment are important in the pre- 
vention of breakages. The size 
and slope of draining boards, 
the position of racks and storage 
cupboards in relation to the 
sink, etc., make a great deal of 
difference. These problems are 
individual in each canteen, If 
there are excessive breakages, 
the possible cause should be 
inVestigated and the placing of 
equipment adjusted. 

“The system of small re- 
wards for those members of 
the staff who have good records 
for no breakages helps to dis- 
courage carelessness.” 


The next question has been 
raised in many quarters, and is 
very much alive in the interest 
it is creating, 


4 What are the advantages 
of each type of control for 
a canteen? — 
(a) By the management. 
) By ‘the workers. 
c) By combined manage- 
ment a workers. 
(d) By outside contractors. 
Mr. Stent: “Since indus- 
trial catering commenced, there 
have been a number of dis- 
cussions as to whether a can- 
teen is better operated by pro- 
fessional caterers, or by the 
management concerned. Re- 
cently, at a conference of In- 
dustrial Caterers called by the 





Mr, H. J, Stent 
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Ministry of Food, the Minister 
urged that all political differ- 
ences be buried during the war. 
He stressed the fact that every 
poms job was to provide the 
est possible food for the 
workers—that he was actually 
prepared to provide the food 
which the canteen operator held 
in trust for him until it was 
in the tummies of the workers. 

“In view of the Minister's 
request, I- feel it out of place 
at the present time to go into 
the merits of various types of 
canteen management. No 
doubt the future will decide 
for itself what has proved 
most successful in operation, 
especially during the later 
stages of the war when the 
food supplies and labour pro- 
blems are bound to become 
more acute. 

“For the present, all I can 
Say is that being a professional 
I obviously have my own views, 


but in cricket parlance—an 
amateur has been known to 
make a century against the 


Australians,” 

Mr. Surman: “ Of the four 
methods of canteen control 
mentioned in the question, | 
consider that complete contro! 
by the factory management, 
through a competent catering 
manager, is definitely the most 
satisfactory, 

“Under the system of direct 
management, the manager is 
employed by, and is directly 
responsible to the diréctors of 
the company, For this method 
to be successful, it is abso- 
lutely imperative that the 
manager has a free hand, and 
the would-be co-operation of a 
canteen committee is not desir- 
alle. Such a committee usually 


The Members of The Brains Trust 
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develops into one for destruc- 
tive criticism, At all events, a 
committee in these- circum- 
stances must operate within 
strictly defined limits, so that 
the canteen manager is unham- 
pered in the organisation or 
management, The advantages 
of this system are that the 
manager has every opportunity 
to exercise his ingenuity and 
skill, solely in the interests of 
his customers, and that in- 
efficiency and genuine com- 
plaints are his sole and personal 
responsibility. In m in- 
stances, under this form of 
management, the canteen is sub- 
sidised by the firm as part of 
there welfare policy. 

“Many canteens are how- 
ever very successfully run by 
committees of management or 
the workers, these committees 
are either appointed by the 
company or elected by the 
workers, usually annually, The 
manager is in this e em- 
ployed by the committee and is 
responsible to it for the efi- 
cient management of the can- 
teen, He must see that all over- 
head expenses are met with- 
out attempting to make undue 
profits. The advantage of this 
system is that the workers 
probably develop a sense of 
personal responsibility, which if 
guided in the right channels 
can help to minimise petty 
complaints, pilfering, and so 
on. I think that this system is 
entirely dependent upon a 
manager. and a secretary of 
really outstanding personality, 
so as to guide the committee. 
and avoid the usual pitfalls 
which beset a canteen com- 
mittee in the ordinary accepted 
sense of the term,” 
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“IDEAL” EQUIPMENT ‘2: WORKS CANTEEN 


HOT BOILERS 
CLOSETS 
e 
e 
INSULATED 
CARVING URNS 
TABLES 
D 
È 
FOOD 
STEAMERS TROLLEYS 





The HODGK|SON SELF-FEEDING TEA INFUSING SET 
Capacity to serve 320 persons with FRESHLY INFUSED TEA in 10 minutes 


Sole Manufacturers : 4 O DG K s SO N & Co. 


ABBEY WORKS, 43/45 MITCHELL ST., LONDON, E.C.I. CLErkenwell 1577 





Tar 


" woe ah eet) F) 
x ere 





CANTEEN 


| 


, 


| 





TEA ALWAYS READY 





-THERMOT URNS 


are insulated and will 


keep contents hot for | 


8 hours. 


STAINLESS STEEL LINED 


thus free from all 
METALLIC TASTE 








Write for lists to 
JAMES 


FARQUHARSON 


& SONS, 
Wood End Green Road, 


HAYES END, 


Tel. HAYES 1416. MIDDX. | makes a pastry board, 
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A Strip of Kitchen As a 
Modern Canteen Workshop 


by 
EDITH M. VIGERS 


NNOVATIONS and experi- 
ments have resulted in the 
increased economical running 
of small factory canteens. The 
installation by firms which, hav- 


ing less than 250 employees, 


are not obliged to provide these 
facilities for their workers, has 
been amply justified. 

One instance of this is à small 
model canteen run by a big 
group owning many farge fac- 
tories in different parts of the 
country. They have set up this 
canteen in one of their smaller 
works, in the London area, 

It is self-supporting, decora- 
tive, homely, and, from the 
welfare and output points of 
view, a great success. It was 
designed and decorated by a 
practical house-wife with a 
flair for colour and artistic 
sense, 

Space saving has been one of 
the main considerations in plan- 
ning it, Not an inch has been 
wasted in the conversion into a 
small staff, and a larger 
general, canteen of two medium 
sized rooms. . Many ingenious 
ideas have been put into prac- 
tice which are worth following, 

A store cupboard has a table 
top. The hot plate is under the 
counter which divides the 
general canteen meal tables 
from the cooking section, 

Workers like to see their 
meal cooked; the atmosphere is 
domestic and comfortable. 
There is no larder, and the top 
of the vegetable cupboard 


In more than one modern 
canteen, gas as well as elec- 
tricity is used for cooking. This 
is because, in the event of a 
blitz, an emergency service of 
one or other of the two fuels 
should be available. era 
canteens also have an emer- 
gency brick oven for cooking 
out of doors, : 

In another canteen, also in the 
London area, the workers 
bring their used crockery, 
knives and forks and spoons to 
the serving counter and deposit 
them in sections q a box 
especially , set apart for the 
purpose. This is an idea intro- 
duced by the canteen manager- 
ess, who finds it works admir- 
ably. 

Another innovation is the 
provision of big dark green 
ewers full of drinking water. 
The workers appreciate this 
very much. : 

Colour plays a big part in 
canteén improvement schemes, 
The psychological effect of gay, 
well-mingled tones can con- 
stitute a tonic to tired hands 
and brains. 

Five women provide 60 meals 
a day in one small canteen, 
additionally serving 100 teas and 
the same number of snacks 
each day. The ticket system 
works successfully, and the 
charges are vety moderate, _ 

The main meal, consisting of 
hot meal and vegetables, and 
sweet is Is, In the staff can- 
teen the charge is 1s, 4d, Soup 
in either canteen is 2d, extra, 
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RIGID TYPE 


top with black or 


lars 


C. W. CAVE & CO 


Radiant Works, Barnsbury Park, London, N.1 
Telephone—NORTH 4457-8 | 


‚CANTEEN TABLES 


ENAMELLED TOPS 


Illustration shows standard 4’x2’ Table (the most 

popular and easily produced size) with oak or hard- 

wood legs and under-frame, recessed enamelled 

green flanges. Top free from 

sag by insertion of frame under flanges with 
cross supports where necessary. 


Prices sent on receipt of enquiry, with particu- | 


folding type— 


LTD. 
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as FUEL ECONOMY IN THE CANTEEN 
5 UP TO 80% SAVING WITH A 


BRIFFAULT Cooking Range 


BRIFFAULT Ranges have 50 years’ reputation 
for high efficiency and low running costs. 
They are used in the canteens of many of 
the best known firms in the country. 


We shall be pleased to quote upon 
being advised of the number catered for. 
IMMEDIATE DELIVERY. 


Ask also for details of the BRIFFAULT Gas 
Hot-Cupboard. 


Holds 200 meals on plates ready to serve, 
and consumes ONLY 25 CUBIC FEET OF 
GAS PER HOUR. Fitted with patent “Star” 
type burners and automatic governor, nothing 
to go wrong. IMMEDIATE DELIVERY. 





ne 


THE BRIFFAULT RANGE CO. LTD. 
Offices and Showrooms : 


16 Soho Square, Oxford St., London, W | 
Tetephones: GERrard 5552 & 5553 













SINK U NITS 
WORKS CANTEENS 


H OSPITALS,INSTITUTIONS, į 
Etc. 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS — LASTING BEAUTY 


DURABLE and RUSTLESS 


Being Built on the Unit Principle 

can be supplied up to 8ft. long, 

giving Double Drainers and 
Double Sinks. 


wite or EASICLENE PORCELAIN ENAMEL (1938) Ltd. 


phone: 
PALACE OF ENGINEERING, WEMBLEY Telephone: Wembley 3363/4 
















This model “E10” 
Bowl 16° *15” X 87, 
Overall 38° * 19". 
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9 so is a cup of coffee, and tea is 
6 ; id. A sample meal of Irish 
stew, baked potatoes and greens, 
and rice pudding, excellently 
W 0 R K B E N C H cooked, costs od. and 3d, mak- 
ing the a total. — pe 
solid, substantial fare. ey 
TO SUIT ALL TRADES don’t care for “kickshaws” or 
made-up dishes. Though men 
workers are less finicky than 
the women, they do not con- 
sider that they have had a meal 
unless it consists ef hot meat 

and vegetables. 

Salads and Welsh rarebit, 
omelettes and savoury pies are 
not popular however daintily 
they may be served. Great 
attention is given to-day to the 
training of canteen cooks, One 
big works canteen in a London 
suburb acts as clearing house 
for trainees who pass on to 
other canteens owned by the 
firms in their larger factories. 

Here the canteen manageress 
is a Cordon Bleu, and her two 
assistants are diplomees from 
King’s College. Both of the 
‘latter will, in due course, pass 
on to the larger canteens 
where the research they are 
now doing will be of great 


IN PRECAST CONCRETE. eivantase 


Dietetics are studied, and 


CANTEEN 


The 









ie u 


— 





in units (as sh own) which can be scientific balancing of foods is 
; : practised so that the standard 
built up into any length desired. of fare at, this canteen dsvode 
Also of the highest in the country. 


FORM SEATS for CANTEENS or SHELTERS dan gies ak, all Kinds ol 


nutritious as well as delicious. 
, Rolls are filled with cheese or 
Send for full particulars and plans to— vegetable and egg fillings, These 


supplement the 120 main meals 
A N ; served daily at this canteen, 


where 200 teas and “elevenses” 


jare provided. The saving of 
PRECAST CONCRETE LTD space, with all the necessary 
= equipment close at hand is 











One, Victoria Street, London, S.W. I. | essential if the workshop sec- 
WHitehall 2573. tion of the canteen is to run 
smoothly. 
When you see them, you say— And a long. long while later, you'll say— 
“That’s a smart looking overall” ‘*Well,l’ve had my wear out of this” 
When you wear them, you say— or as we say— 
“‘They’re wonderfully well cut’’ MAXIMUM COUPON-LIFE—PLUS 


"s SUPERCRAFT UTILITY OVERALLS 





THE STYLE AND QUALITY TO BUY! 






> SUPERCRAFT 
SUPERCRAFT of OLDHAM Kg 
MAKERS OF GOOD OVERALLS WrigleyStreet 
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INSULATED 
HEAT RETAINING 
URNS & CONTAINERS 


LABOUR SAVING 
MACHINES 
FOR THE CANTEEN 


KNIFE CLEANERS 
FROM STOCK, 
ETC. 


Write for particulars— 


RECTANGULAR INSULATED TEA SERVICE URN 


WITH STAINLESS STEEL LINING. 
KITCHEN MACHINES 


7, SICILIAN AVENUE, SOUTHAMPTON ROW, LONDON, W.C.! 


Telephone and Telegrams: HOLborn 8556 





CANTEEN WASHING-UP 
for fe TS 


50O or 


Note these ESSE COOKER Advantages 


Burns anthracite or coke, amazingly 
economical and independent of Public 
Power Supply Services. 


Always alight, therefore ready for use 
at any time. 


Easily cleaned. Trouble-free, cool and 
clean in action. 


Roomy, evenly heated ovens. Large 


5000 VA ee 
MEALS SS! E E - 
AN HOUR = - 
Mechanica! wash- 
ing-up is a saving 


in time, labour 
and poner. Hos- 
ns 





rapid boiling area. 
pitals, titu- = 
tion Canteens, 
Hotels, Schools, 
Works and the 
Tose) 1). cera There “are five standard models 


Elizabeth" and ranging in size from 2,000 to 15,000 
Mauretania’ Pieces per hour. One operation 
have installed Works the smaller models, two the 


the Dawson 
“ DELUGE” 
Dishwasher, 


CATALOGUES 
AND ADVICE 
on installation 
plans FREE on 
request. Expert 
installation en- 
gineers will dis- 
cuss plans if 
desired. 


larger, which are fully automatic 
The “ DELUGE" washes, rinses 
and dries on exposure to atmo- 
sphere every article with hygienic 
thoroughness; sinks and towelling 
are dispensed with 


Enguiries (North) lo Dawson Bros, Ltd., 
Veninor Works, Gomersai, Leeds; Tel. 
Cleckheaton 266. (South) to London 
Address, Roding Lane, Southend Road. 
Woodford Green, Essex. Tel. Wanstead 
O4R1. 


DAWSON 





DISHWASHER- 





Catalogue giving full details 
will be sent at your — 


ead Office and Wo 


rks : 
CONNYBRIDGE — SCOTLAND 
3 London Show 

> 63 CONDUIT STREET, 

> & WH LUDGATE CIRCUS, ECA 


6 LIVERPOOL : 
7 GLASGOW : 







1! Dixon St, Cu 


OFFICE p 





all your 


There are Ediphone users who 
could manage with fewer machines 
than they possess, Can you re- 
organise to cut down the number 
you use without loss of efficiency? 


If so, we can take all those 
you can release to us to be held 
for allocation by the Directorate 
of Office Machinery, Board of 
Trade, to firms on essential work 
of national importance, 


We shall be glad to know if 
you can release any of your 
Ediphone dictating, transcribing 
or shaving machines, 


E DIP HO E SYSTEM OF 
Voice Writing 


THOS. A. EDISON LTD., 
Victoria Ho.,Southampton Row 


London, W.C. 1. Tel.:Holb.9988 





Branches and Dealers 
in all principal cities, 





PROTECTION 
by PENFOLD 


Nothing to equal Penfold Chain 
Link Diamond Mesh for all en- 
closures, Store and Factory par- 
titions, Machinery guards, Con- 
veyor belts and many other in- 
dustrial applications, Ali types 
of metal fencing and light steel 
structural work, Ask for 
particulars. 


PENFOLD FENCING Ltd. 


DEPT. 26, IMPERIAL WORKS 
WATFORD. - TELEPHONE 2241 






BUUILIS jer 


AT THE DIRECTOR’S DESK 
Executives Brains Trust 


is Taking Shape 


| HE first appointments to 
the Executives Brains 


Are YOU using ont dre now being made. The 


first two members are Mr. 
Reginald W. Fry and Mr. 
Samuel McManners. 

Mr. Fry is Methods and 
Organisation Assistant to the 





9 Managing Director of Handley 
| Page Limited, He is a Char- 
a | tered Secretary, and a Member 


of the American Management 
Association. He has _ been 
specially concerned with admin- 
istrative methods for produc- 
tion control and office systems 
generally. 

Mr. Samuel McManners is 


exceptional in having had a 
complete training in many 
branches of salesmanship 


before entering on general ad- 
ministration—he is now General 
Manager of Messrs. Lewis 
| Berger & Co, He has specialised 
in all branches of administra- 
tive management, controlling 





sales, and assisting general 
| managing. ? 
Another member of the 


Brains Trust, whose name we 
shall announce next month, is 
| financial executive of a large 
public authority. He has had 
an unusually wide experience in 
the selection and training of 
office staff, in the operation of 
| invoicing, order and many re- 
cording systems, He is also 
| expert in the control and use 
of mechanical equipment, 

An insurance executive and 
a bank executive will complete 
the team. 


T will be agreed that the 
Office Brains Trust starts 
with a strong home team, but 
at every meeting this team will 
| be strengthened by the inclusion 
of one or more outside experts. 
| Readers will be glad to know 
| that several of the largest com- 
| bines in the country have agreed 
to put all their resources at our 
disposal for specialist enquiries 
|in this way. In other words, 
| where they have a specially 
| wide experience in a particular 
subject, they will send their 
own specialist to attend that 
meeting of the Brains Trust 





and co-operate in solving all 
problems with which they are 
unusually conversant, _ 

The first meeting of the 
Brains Trust will be held 
before this issue reaches you. 
It is hoped to publish the first 
report in either the June or 
July issue of BustNess. 


ROM the trend of letters 
reaching us, it is clear 
that the grading system for 
office workers will be one of 
the first problems to be taken 
up. 
Here is a typical letter re- 
ceived from an executive the 
other day: 

“We have recently formed a 
Staff Committee in the public 
authority in which I am em- 
ployed and I want to find de- 
tails of the various Staff 
systems in use in other organi- 
sations. 

“T have been told of a series 
of articles, by a man named 
Probyst, on Staff promotion 
and grading systems, but 
have been unable to trace them. 

“ Can you give me any infor- 
mation about these, or, have 
you published any articles on 
this subject? If so, could you 
let me know the cost and then 
let me have copies of them.” 


HIS is a subject on which 
very little first-hand evi- 
dence is available in this 
country. In most cases the 
systems in use in America are 
both stoo complicated and a 
trifle too harsh for use here. 
We shall be glad to hear 
from any reader who has had 
experience in operating an 
ofhce grading system, 
Meantime, readers can help 
by sending me their most 
urgent questions for the Brains 
Trust to tackle. Obviously, 
those questions will be dealt 
with first whi are most 
urgently demanded by readers. 
Please address your questions 
to The Questionmaster, Busi- 
ness Executives Brains Trust, 
c/o Busness, Whitefriars 
eer Tallis Street, London, 


C.4. 
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If seated workers are tired and muschi 
bound through lack of attention to the 
principles of scientific seating, production is 
bound seriously to lag after the first burst 
of freshness is expended, 


To ensure the maintenance of n stends 
high-production level, workers must be pro- 
vided with chairs that will enable them 
immediately to adopt and continue a 
comfortable posture, 

Tan-Sad, the original scientifically designed 
factory chair, fulfils all these seating requirements. 
Factories equipped with Tan-Sad chairs save in time 
and trouble; and workers reach without fatigue the 
highest production point possible because they 

“ alive ™ throughout the busiest shift, 

Send id, stamp for copy of “ True Posture,’ a small 
brochure compiled by an Industrial Medical Officer. 


THE TAN-SAD CHAIR 


COMPANY (193!) LIMITED 


AVERY HOUSE, CLERKENWELL GREEN, LONDON, E.C.!. 
Telephone: CLErkenwell 3192. 











yew? Every need II 
FOR INDUSTRIAL 
MEDICAL WELFARE 


The maintenance of healthy and co: 
tented workpeople is as essentia 
the smooth flow of production 4+ is 
the maintenance of plant, 
Thousands of large industrial firms rely 
on CALMIC LIMITED for the Pharme- 
ceutical, Medical and Surgical needs of 
their Welfare Departments, Works Sur- 
geries and Rest Rooms, They also re! 
on CALMIC SERVICE to provide ond 
maintain, automatically, hygienic and 
sanitary conditions in their work: and 
offices. 
What we do for them we can do for ou 
INDUSTRIAL MBDICAL WELFARE 
has been our sole concern for years, 11 
is of vital import. Anticipate forth 
ing legislation by consulting us NOW. 
pe -Why not, for instance, == =s, 
* Send for PARTICULARS AND , 
- | SAMPLE OF CIMLAC PROTEC- 
HEALTH TIVE JELLY. It is a barrier cream 
| with unique base for the prevention i 


UPHOLDS 
INDUSTRY | of DERMATITIS, 


—— baid p 


CALMIC LIMITED 
Vez WESTHOUGHTON..Laxcs 
ERNIS Telephone: WESTHOUGHTON 248 (4 * 

| 5 MANUFACTURING CHEMISTS 


V 


CANTEEN APPARATUS | 


OF QUALITY E 







V 


- 












The products resulting from 75 years 
experience of Caterers’ Requirements | 





Also at LIVERPOOL — LONDON 





64 BUSINESS for 
First Aid on E.W.O. 
(Continued from page 24) 


$ 
—— 9 | i ) ) Chis at least is a partial alle- 
i viation of the shopping dif- 
j culty. 


Another scheme adopted by 
several concerns on an indus- 
trial estate in the Home 


y 
y i Counties, is the group order 
` collection method, whereby the 
. works’ welfare officer receives 


. the shopping orders from their 
3 f employees, hands them in to 
the tradespeople and arranges 
for the collection of the goods 
in the firm’s utility van, The 
parcels are delivered to the 
welfare office, and the house- 
wives collect their purchases as 
thev leave for home. 

In the early days of the 
Essential Work Orders some- 
one coimed the expression 
« “industrial misconduct.” By 
N thinking into this term a legal 
significance it does not possess, 


bas: | k } { `€ ; 

| T E us | e many difħculties have arisen. 
1 i| A R \ R p p ( ) | ( H Workers who have been sus- 

— — — M 4 pended by ill-informed over- 





seers, report their case to the 
National Service Officer, and 
t is taken to the local appeal! 
board. Often they win the 
case, not always on its merits, 
but simply because the man- 
agement have not clearly de- 
fined the standard of conduct 
they expect from their em- 
ployecs. Failure to observe 
these standards may be called 
serious misconduct, and is pun- 
ishable by suspension or, in 
extreme cases by dismissal 
The chairman of one local! 
appeal board held firmly to the 
view that all managements 
: 2 : should conspicuously display in 
MANUFACTURED BY every department in their fac- 
RR AN K ; p : p () R j) gy j Th WR tories notices to the effect that 
a SE. tee |, | M | T E D intringement of the company’s 
! ; ; k 1 rules would lead to suspension. 
FORDI WORKS SYDENHAM R? - SPARKBROOK : BIRMINGHAM il The safest plan, therefore, 
a (Turn to page 66) 
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Endorsed Daily by Discriminating Operators. 


* The back of the carbon paper is coated with a special preparation which 
gives it a GLOSSY WAXED SURFACE, This DOUBLES THE STRENGTH it Lik / 
Details from of the carbon paper, - 


THE STANDARD OFFICE SUPPLIES [° 57, Farringdon Road, London. E.C.1. Phone: CHAncery S561 (4 Lines) 
SS a oe 


r 





“oo When after thè war supplies allow you to choose at i 
— your jewellers, electricians or store a Smith “Sectric” | 
"Glock for your. home, you will do more than install the | 
most trouble-free and efficient of all time-keepers, You | 
will exhibit that readiness to accept and profit from 
J Soderi. progress which is imperative if Britain is to. 
da hold her ground. 4s 







Contributed to the NATIONA 
INTERNATIONAL ‘TIME RI 
INTERNATIONAL “WORKS, BEAN 
Showrooms: 112 Strand, W.C got 







“Issued by SMITH'S ENGLISH CLOCKS LTD., : 
CRICKLEWOOD WORKS, LONDON, N.W.2, : 



















Takes Care of Your Detail and , 
| Cuts Your Day's Work 


This “ Executive’s Desk Sec- | 
retary keeps in orderly form 
Hd and helps you to deal swiftly | 

and systematically with all | 

your papers and correspond | 
ence; frees you from details | 
O and minor matters; automati- ; 
cally reminds you of commit- 
ments and things to be 
attended to. 

follow-up and your 
ke monthly follow-up. In two 
ge sizes: Quarto, 11 in, by 
rst 10) in, by 3in., and Fools- 
hen sael 184 in. by iin, by 


JMAN DEVICE AA | 


ete. , requiring attention each 





















our: paper 
in classifie 
alphabetical sé 
sections fer = 


Shows you all letters, 


ai. day. 
— nsurss correspondence being answered on ——— day, 


ceBees accounts go out and are followed up regularly. 
Brings matters up continually until finally dealt. with. 
«Prevents loss of important papers and. documents 
; ps your desk clear and papers systematically filed. PRICES and 


ll in and Post this Coupon TO-DAY! PATTERNS 


JESS PUBLICATIONS Lid., Whitefriars Houses 2 


ilis Street, London, E.C.4, | a, in ths wash, 
ittance of.......0... or whie a AA Aw 7 

ogy — ance o af hich please | H. WHEELER & col MW Pi \NY IT J 
107 London Road, Plaistow, London, E13, 

Phone: GRAngewood 4071 (5 lines) 












i Write for — 


SAAB HGR enaA y mee 


se 
e Desk Secretaries (Fcap) at —9 Including 


Purchase: Tax i 
; (Quarto) at 17/6 






and Carriage 
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“ployee when he jo n 
The Tahi to transfer em- 
ployees from department to 
| department is often called in 
; question. . Here, again, a clause 
: should þe inserted in the en- 
| gagement. form that workers —- 
| may be asked to do other work — 
than that for which they, wee 
-specifically engaged. z 


Avoid — Trans- — 


© Tt can isale de 
when transfer is ely 
necessary, and less: 
_ caused in such an-ev 
| the workers to. be trar 
arë previously consult 
| Oe * usually happens bat they 1 

7 preferences whic coin 
Be „pr ep red for: - After the War ot with their abilities to do. oth 


e your Post-War Programme ready NOW! work in different dep 
. This is especially the 


“aR 


where: transferring is ac 3 
feature of 








i 
} 
i 
5 
i 



























he wise policy. of maintaining your Goodwill ` 
ceeping your Brand names and goods before your 
Customers, whether you are at present ina 


y. 
which they excel 
be the policy of 
agement” to fit su 
labour into those di 
where it will ull 
weight. A 
-= By this method | x smo 
system of transfer can ee 
imaintained. In these’ days 
when industry is. dependen 7 
upon supplies which can. — 
guaranteed only from. day. to 
day, the prospect of depart-— 
mental stoppages has- always 
lto be contemplated, and it is 
‘therefore necessary, in order 
to occupy the labour of those >. 


ment Manager :— oe 
eas ee 3,Woodstock St.,London, W.1 Se to plan accords) 


— aaa vie niman mtaa a A nen mannan ye e — EEP EE REENEN E PE A T EO — —— — — — 


your: ‘connections for post-war trade now, — 
ing your — to — overseas buyers. 























= a Joumal reaches 10, 000 importers ‘and buy 

J of the world; and, as it is printed in rish 
sh affords you the opportunity of telling your 
yin the most effective manner. 


rt nications regarding advertisements should be 


— —— — — v e a = 
tamhan iaa: —— 
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| Write : ee = 
52-6 OSNABURGH STREET, LO NDON, N 8— 
Phone: EUSton n 135-6 
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USED AND APPROVED BY 
LEADING FIRMS 








MEC HANICAL HANDLING 


CONVEYORS, ETC. 
















in the a Bon | and 


INDUSTRIAL CONSULTANTS n 
I&I? POLLEN STREET LONDON Wi iam 











embe Jy of the shift — i 
TAY solved by. 
*, SHIFT Power 















all dirt vith p tand * i 
handssmooth "as an and germ 
; Arse Back up the workers. them morethanthe ~~ 
nium cleansing facilities the act demands—make | tad 
asy for them to cleanse their handsin quicktime” = © 
th IBCO SHIFT and protect them from skin 4 
oubles and infection. Write for bulk quotations, 


" RWTISEPTIC PK 
- POWER CLEA ANSER 
FOR THE HANDS 
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entury aed makers of 
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DRAWINGS - MAPS - BLUE PRINTS - DOCUMENTS 
CAN BE COPIED WITH THIS APPARATUS 


The —— demand necessi- 
tated by the War effort upon in- 
dustry’s personnel, applies in the 
first place to the Drawing Office. 
The Ruthurstat process is in cer- 
tain factories reducing eighteen 
months’ tracing of Engineers’ 
Drawings to six weeks, at a cost 
of £1,500, as against £4,500. In 
addition to its importance to the 
Drawing Office, it serves as a 
general utility unit, interdepend- 
ent with the whole organisation. 

















British 
Patent 









No Dark Room 
No Focus 
No Skil! 














The strain placed on executives in 
relation to Government Forms, 
Tenders, ‘Contracts, etc. (which 
require many hours’ laborious 
typing and checking), can be re- 
lieved by the installation of the 
Ruthurstat process, which enables 
you to obtain exact erroriess 
copies of vital documents. 


RUTHURSTAT LTD., 
12-13 STOR HOUSE, 
ALDWYCH, LONDON, W.C.2 













The Ruthuretat Electro-Copyist. 


Full range of sizes from Office Models 
to 42in, by 32 in, Engineering Models. 














* 10 
hours typing 
reduced to.30 minutes - 


HOLBORN 4787 - 6 months tracing reduced to 2 weeks 
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are used by firms all over the country 
for essential records, including :— 


COST OF PRODUCTION PURCHASES — 
STOCKS IN HAND SALES 









STOCKS ISSUED QUOTATIONS 
ORDERS RECEIVED LABOUR & WAGES 
CONTRACTS PROGRESS 

















“Robin” leaves are ally ruled 
and printed to customers” individual 
requirements but a limited number of 
stock-pattern leaves are available. 


“Robin” Binders to take the record 
leaves are made in ten sizes, in 14" and 
24” capacities, in buckram and pigskin 
bindings. 

Alphabetical and other indexes are 
stocked. Looseleaf sheets for any 


Can you expect them to buy your 
products if you have neglected to 
advertise to them during their most 
impressionable years ? 

Sheldons of Leeds are prepared to 
submit an advertising scheme for 
your consideration. It will be designed 
to secure the attention and interest 
of these young people, and every 
other section of the public, now, and 
it will help to ensure nation-wide 


demand and distribution for your || make of binder can be supplied. 
products when normal conditions . 
"Robin" Looseleaf Ledgers and most 


return, 


Sheldons lta 


Sheldon House, Queen St., Leeds, 1 


LAA 2 <a 


of our looseleaf specialities are- still 
obtainable. 
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BUSINESS for 
A Control System that 


Cured Bottlenecks 
(Continued from page 28) 


quantitively. A tab is then in- 
serted giving the necessary par- 
ticulars. It may be taken for 
making-up into another part. 
This is noted, 

In the case of rejects, a 
part may have been over 
machined, but only to a “couple 
of thous.” This can be recti- 
fed by remetaling. Parts un- 
dergoing such treatment are 
tabbed until returned, 

If a part is not completed on 
its due date a danger flag is 
attached to the front of the pin. 
This takes the form of a black 
disc with a red cross, 

The progress controller does 
not wait till the actual due 
date before danger flagging. 
He throws his signal some- 
times a week or even a month 
before according to the urgency 
or time occupied by the opera- 
tion, 

This gives the foreman con- 
cerned plenty of time to ex- 
pedite matters or make arrange- 
ments for transferring a part 
or whole of the unit. 

A glance inside the control 
station gives one a clear idea 
of how the system works. A 
girl operator has a list of work 
completed in her hand, From 
this she is taking from off the 
pins the discs representing all 
operations completed that day. 
She is also flagging all that 
have fallen within the over-dve 
period. Where a job is likelv 
to be held up for want of 
material, she “danger flags” the 
buyer, or if a sub-contractor is 
behind with his delivery, he is 


flagged, 
As you will see, this is a 
continuous process, giving 


exact information up to the 
time of production. 

The installation does not do 
anything, but it gives the pre- 
cise knowledge of what is 


‘wanted, in an ever changing 


production situation. Most im- 
portant of all it fixes priorities. 

It does not find fault—a job 
may be overdue before a fore- 
man gets it owing to materials 
being late, or for other reasons. 


The number of times a de- 
partment is flagged shows its 
trend, If it is excessive, steps 
are taken’ to improve the situa- 


tion. - - 
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ADREMA F.F.. 


(Factory Form 
Production) 














eliminates 
error 
and 


delay ... 


PiE i z y 

7” C WRITTEN INSTRUCTIONS control manufacturing operations 
l stage by stage through every process from raw material to finished 
product, 
rN ADREMA GUARANTEES that these instructions are true inter- 
— pretations of the blue-print. 

z ADREMA preparation of WAGES DOCUMENTS is another system 
Full details from : with equally valuable advantages. 


ADREMA LTD., 207-213, OXFORD ST., LONDON, W.! 
BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, LEICESTER, L'POOL, M'CHESTER, NEWCASTLE, SHEFFIELD 


— pot 


-t 









The capacity of a warehouse or stores can 
often be doubled by the installation of a 
suitable FISHOLOW All-Steel Storage System, 
On the left is shown one of the lighter types 
of Shelving, and on the right a section of the 
FLOWRACK. FISHOLOW Factory i ere 
includes many other types, all of which are 
designed on the unit construction principle; 
also Trucks, Trolleys and Transporters. The 
extensive range and the FISHOLOW facilities 
enable most requirements to be promptly met. 


FISHER & LUDLOW Ltd., G Dept., 
Branch Works, Rolfe Street, Smethwick. 


$4] SYSTEMS 


IN WHICH SQUARE | 
— ARE YOU? 


SIO GOP IEG GO BOG GP SGI III GE 


1 


5 


IS YOUR PERSONALITY 
Goon ? 


COULD YOU address a public 
meeting to-night without 
notes? 


Have you personal courage? 
Can you “create” will-power? 
Are you a good mixer? 


Can you think and talk “on 
your feet”? 


1S YOUR MENTAL ORGAN. 
ISATION FIRST-CLASS ? 


DO YOU have a 100% perfect 


memory ? 


Are you always ‘' mentally 
alert" ? 


Can you plan and organise ? 


Can you write and talk con- 
vincingly ? 


Can you conduct interviews ” 


f 





DO YOU HAVE PERSONAL |2 | 


DEFECTS ? 
ARE YOU a “shut-in” per- 
sonality ? 
Are ou handicapped by 
poling — inability to 
** mix ”’ 


Are you a prey to fears, worry, 
weariness or depressions? 


Do you suffer, even slightly, 


from inferiority complex ? 





ARE THERE MENTAL 
WEAKNESSES ? 


DOES YOUR mind wander ? 
Do you lack mental energy ? 
Do you put off important 
decisions ? 


Are you overlooked in the 
race for promotion ? 


Do you day-dream ? 


Do you require a mental 
tonic ? 


BEE CIE EE a OR OEE EAC ELC ED EEE EER ck | 


RAPIDISM which has developed in others (a) mental 
alertness (b) personal courage, can be YOUR blue-print 
for rapid personal success. Send for FREE Booklet NOW 





Piease let me have a copy, without any obligation, 
of your FREE Booklet on RAPIDISM., 


Post in unsealed envel stamped » to: 
The Principal, THE RAPIDISM INSTITUTE, 


POP PPR EPS SSPE OEE PERE TEEPE TT PPE CPP eee cee Peer eee eer reer 


PPLE SSPE SESE EERE LEEPER ERT eee ee 


POST THIS 
COUPON 
NOW 


— —— OR EEE Ee 


1d. 


E21 TUITION HOUSE, LONDON, S.W.19. 





THREE OR 


Books covered, Cash Books 
Statistics on the move : 
in ONE posting operation. 
Pay Roll, Earnin 
Account Card, 


DEFINAC Accounting is synchronized effort: 


BUSINESS for 


Finding the Worker 
(Continued from page 33) 


(c) Elimination of redundant 
work and unsuitable 
staff, : 

(d) Usage of all suitable 
equipment possessed, 

(e) Employment of all staff 
to best advantage. 


A staff mobilised is not able 
to perform its tasks to the best 
advantage unless it is properly 
equipped. If there has been a 
form of mechanisation which, 
through misunderstanding, in- 
difference, lack of appreciation 
or deliberate rejection has been 
relegated to obscurity that 
state of affairs can be remedied. 

Contrary to the view gener- 
ally held, that emergency 


| periods are not opportune, the 
_ acquiring of mechanical devices 


for the office, if they are pro- 
perly chosen and operated, is 
truly wise. The expense yields 
an excellent return on the out- 
lay and enables labour and 
equipment to be employed in an 
efficient way, 

The main benefits have been 
a means of securing necessary 
and desirable records 

(a) As early as possible. 

) As accurately as practic- 
able. 

(c) As economically as cir- 

cumstances permitted. 

(d) With the greatest _ con- 

venience and efficiency. 

When peace comes, what has 
been learnt from the investiga- 
tions, the improvisations, the 
turning to good account of 
mechanical appliances which 
had heen out of use until they 
were almost rusty, and the 
economical use of newly 
acquired equipment will remain 
to the benefit of business. 


— — — —— 


MORE... 


Ledgers attacked, Day 
guarded, Statements in progress and 


Three, four or even more records entered 


Record and Credit Slip in the Wages Section, 
y Book, Statement and 


Receipt in the Ledger 


Department, are produced by ONE stroke of the pen. Even DEBIT 
and CREDIT can be done simultaneously. 
DEFINAC Equipment means accuracy with SPEED. Forms slide into 
position in an instant on the Definac Recording Tablet. And there is 
DEFINAC VISIBLE, too, to quicken the pace. 

Where one clerk has been left to do the work of three, where up- 
to-the-minute costing has become essential, Definac methods should 


be investigated. They cover all branches of book-keeping and Pro- 
duction Control, 


Hafirae 


22, HOCROFT AVENUE, 
HAM 0261 LONDON, N.W.2 
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Phone: HOLborn 5365. 
- MAKERS. OF 


BRITISH DUPLICA TING * 





<Je is suggested 
at in factories 





pidge ‘expenses of 





— ~ Courtesy ot | London Opinion.” 


‘ontinued from. page 31) 


usiness may be 
y deducting the total 
the sales 
division: from the total margin 
on sales. | 
The’ illuminating effect of 
marginal costing in exposing 
‘the sources of profit or loss is 
such that marginal costing is 
likely to lead, sooner or later, 
to the adoption of budgetary 
control. We use methods of 
budgeting designed to reveal 
the total margin, the total fixed 
“expense and the consequent net 
` o profitowhen. operating at a given 
`= devel of activity, For example: 
* Budgetæd ude? 


Fixed 

Expense. Profit. 

` £200,000. £150,000 £50,000 
Ft is clear, in this instance, 
that if sales reach 110 per cent 
-of the budgeted margin there 





tznageted 









will be about £20,000 of extra 
margin and that net profit is 
Alkely to. be at least £70,000. 

We know, however, that when 






ing the variable from 

ixed expenses it is im- 
possible to. treat as fixed, certain 
expenses : such as the salaries 
of invoice clerks which he on 








3 a a tk — we've had prettier 
— _ typists, but this one said l 


bring her own teacup.” 





Contracto! rs Ltd, 


the borderline — of 


called variable expense aud 


when we achieve more than- 


100 per cent of the sales budget 
there is likely to be a surplus, 
because certain variable éx- 
penses will not increase in 
direct proportion to the sales, 
A table of this kind gives, in 
practice, the figures for each 
i per cent, between 85 per cent 


and 115 per cent and is essen- 


tial to give flexibility to the 
budget. The 100 per cent of 
budgeted margin is spread over 
the whole period in accordance 
with the expected seasonal 
changes in the rate of the flow 
of sales so as to show the 
amount of margin that should 
have been secured by any given 
date if activity were at 100 per 
cent of the adjusted budget. 

We have found a table such 
as this to be more convenient 
in reporting progress than the 
usual monthly profit and loss 
account which is apt, under 
seasonal fluctuation in turnover, 
to. present. an. unduly bright | 
picture at one season and to be | 
gloomy at another, 


National Society of Caterers 
in Industry 


New Chairman and Couneil Elected 


R. HAROLD GARDNER, of John 

Gardner (London} Ltd., has 
been elected chairman ofthe National 
Society of Caterers e Industry in 
succession to Mr, H, R. Stent, 
Barkers — Ltd, 

A number of changes have been 
made in the composition of the 
Council of the Society, 

Mr. Alan Hall, of K. & A. Hall 
(Caterers) Ltd., London, and Mr. ©. 
Belfleld Smith, of Agars (1936) Ltd., 
Manchester, have been elected vice- 
chairmen, 

Lady Annaly, sister of Lord Spencer 
and a lady-in-waiting to the Queen 
when rine was Duchess of York, has 
joined the Council of the Society. 
Lady Annaly is a member of the 
firm of D. Ellis & Co. Ltd., Wembley, 

Other members of the Council 
elected at its Annual General Meet- 
ing this week are: Mr. N, Abrahams, 
Staff Caterers Ltd.: Mr. J. E. Bazley, 
Pattison-Hughes Catering Co. Ltd., 
Birmingham; =- Mr. P., Bennett, 
Bennetts (Southampton) htd.: Mr. 
L. C. Brenden-Cook, Carder 
— Ltd., Bristol; Mr. J. B. 
Freebairn, Northern Caterers Tiä., 
Huddersfield: Mr. G, A. F. Layton, 
Factory Canteens Ltd.: the Hon. 
4. D. T. Pepys, Barkers (Contractors) 
Ltd.; Mr. G. W. 





f | House, Tallis. Street, London, E: Cae a 
of 
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Vinson, Catering i 





of the two H 
classes, There is, therefore, a 
-certain fixed element in the so- 











the “world in “Britain e 
mentioned Christian Barman, 
and we have men like Brian. 
O’Rorke, Squadron « Leader 
Wells Coates, ee ; 
A. B. Read, Sub-Lient, R DU 
Russell, Rodney Thomas 
I have named only a a 
there are many others: men 
like these, many of. them 
qualified architects; can give, 
from a proper use. of their. 
talents, such distinction and 
such variety to British goods. 


| GLASSIFIED 
ADVERTISEMEN 


RATE--2/6 a line (average 6 Ww 
a line), Minimum 3 lines costing 
each additional line or part of 
Box No. counts BB two. tines 


ies —— — 
warded freo. of charge; 24° discount 
for 3 insertions, §/, for 6, Mba for 12. 
— with order for — nsertion, 



























| Applications are invited 
good knowledge of moder 
: factory planning, progres 
| costing, and mechanised syster p for 
this work, who, in the Hight of their 
‘experience, ean give ativice to fa- 
| tories needing assistance with their 
i factory office problems, The position: 
available is in the North of England 
established Company of 
SATE 









repute, and affords exselent 
post-war as. well as immediately. 
Write, giving age, full details of past: 
/ experience and income. expected,” opg 
Box 548, c/o. Brermess,  Whitet 


: with an 
| 








PUBLICITY SERVICE, 


ISEEN PS TETELE KAARE ESE TAERE SEAE AARE ARES I —0 
` Ideas, Copy, Visuals, Emergency Ser 
: vice by pool of ex-agency men working 


part-time. Imagination plug realism, 
Quick service.-Box 546, o/o BUSINESS, 
Whitetriare House, Tallis. — 


London, E.C.4, 










Telephone : 
London's Largest Golders. , a 5 
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FROM ANYWHERE 
WITHIN 50 FEET 


OF AN INSTRUMENT i 
— WORK 1S NOT INTERRUPTED 


“MODERNPHONE’ 


Loudspeaking Systems 


are still available to firms engaged 
on essential work. 


Write 
or 
Phone 


for 
details 
to: 





MODERN TELEPHONE | 


= COMPANY LIMITED 


139 TOTTENHAM COURT ROAD, 


LONDON, W.1. 
TELEPHONE — EUSTON 3994-5. 


— 


A Straight 
Announcement 
of Importance to 


So 
Business Men 
By THOMAS DIXON 


In Britain to-day we are learning to make 
everything last longer—cars, clothes, radio, 
shoes, must be made to give lon service. 

t was once merely a matter of thrift and 
common sense is to-day also a matter of patriotic 
urgency. We * save all we can, 

need for saving is particularly pro- 
nounced in regard to Dictaphone "licteting 
equipment, 

THERE IS AN URGENT NEED FOR 
DICTAPHONE DICTATING 


IN ALL PARTS OF THE COUNTRY—A 
NEED THAT CANNOT BE SUPPLIED 
FROM THE NORMAL BUSINESS 
CHANNELS UNDER WAR - TIME 
ah Dien method is daily helping 
ctaphone is to 
push through the orders and 


ip ge essential to “By: nation's all-out 
war effort. is helping men to keep pace 
with an almost incredible volume of work 
—— it doubles their ability to get things 
one, 

But there are not enough Dictaphones. The 
demand is so great that we appeal to business 
men to treat their Dictaphones just as they 

great demand and 


would treat article in 
short —— are three points that will 
—— 
Make your present Dictaphone equipment 
last at least for the duration of the war. 
2. Make your 


3. IP, OW 


ARE TEMPORARILY SUPE ous 
LET US KNOW WHETHER YOU 
ARE WILLING TO RELEASE THEM. 
If you have even a single Dictaphone that 
you can spare, will you let us know? By so 
doing you will be some firm in 
essential war work—the only firms to whom 
Dictaphones can be supplied under present 
conditions. Owing to the increasing shortage 
of clerical labour, it is essential that every 
Dictaphone in the country should be operating 
at 100 per cent, efficiency, Machines, like men, 
ought to be on full work to-day. Write at 
once to:— 


the DICTAPHONE co. crv. 


(Thomas Dixon, Managing Director), 
(Dept H) Kingsway House, Kingsway, W.C 2 
Telephone : HOLborn 4161 (5 lines). 
And at Manchester, Birmingham, Glasgow, Leeds, 
Liverpool, Bristol, Newcastle-on-Tyne, Dublin & Belfast. 
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8 
Continuous Stationery 


enables busy offices to keep ahead of schedule!" 





INVOICES - DELIVERY NOTES - RELEASE NOTES 
REQUISITIONS - GOODS RECEIVED NOTES 
PURCHASE ORDERS - WORKS ORDERS - JOB TICKETS, ETC. 


HESE are routine office duties which, unless tackled 
efficiently, will sabotage your efforts to keep ahead 

of schedule—they are vitally necessary. Yet producing 
them without a plan means loss of time; means, too, that 
extra hours and extra energy will have to be devoted to 
them at the expense of other more important matters. Get 
them done quicker—get them handled by Primus Continuous 
Stationery and you've scored a victory over old-fashioned 


methods. DA . 
CARTER - DAVIS LIMITED 
QUEEN ELIZABETH STREET, LONDON, S.E.1 Tel.: HOP 0204-5-6. 
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Pian Ahead—Decide Now 


i 
Åt present, Dictograph equipment is 
reserved for firms substantially engaged 
on Government work. If you do not 
qualify for supply in this way, you can 

















still be among the first to have the 
benefit when present restrictions are 
to be well ahead of supply. Let 
us record your name NOW upon our 
Dictograph advantages is going to mean 
peace-time progress for firms who profit 
aoa Linking up the executives of the business, a 
i 6 S> D Dicțograph Internal Telephone installation is, so 
* brain to control the body. Providing instant 
> R stations, it obviates delays and the penalties too 
A I 
A 
& < economical administration. 
When the last ‘alert’ and roof spotters’ warning 
has sounded, Dictograph Sound Installations will 
cheering and stimulating workers engaged in pro- 
ducing supplies for the homes of the people. 
iw 
: í 
added advantages to be gained from these trouble- === 
freeand economical DictographSound Installations. — — 
Abbey House, Westminster, $,W.] (Abbey 5572/5/4) 
Works: CROYDON. Also at BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, LEEDS, MANCHESTER, 


removed, and the demand is certain 

post-war priority list. Wartime proof of 

from them. 
to speak, the nervous system which allows the 
inter-communication, with priority for master 
often involved, and encourages efficient, intimate, 

be able to fulfil without interruption their peace- 

time functions. The music they provide will be ) a 

Prompt staff location and mass address facilities are 

NEWCASTLE, BELFAST, CARDIFF and HUDDERSFIELD 
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TAYLORS ‘R^: TYPEWRITERS 


Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorders, 
and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 


SAVE TIME— HIRE AN ADDER FOR STOCKTAKING 
ADDOGRAPH HIGHEST PRICES THE ALL-RUBBER DAMPER 


The — — Adding, Listing gives squeeze control of moisture. 
SES ae PAID for all F 


Makes of Modern 


Office 
Machinery: A-S 
Adders, THE TAPPIT ALL-RUBBER DAMPER. 
Calculators, à sisi tents teed ut moist 
Cachiers 9 A squeeze eTa posi ton" moisture. 
’ 
8 col, to add from łd. to £9,999 19s. 11łd. Add ressers, A FEW 


9 col. to add from 4d. to £99,999 19s. 114d. 


M aubtraction and wide paper — Duplicators, VISIBLE INDEX 


No modern Office can afford 




























Delightful to use. 





et a Typewriters 
NO MORE ERRORS—JUST USE THE yp d SYSTEMS 
Rapid Automatio Addition & Subtraction: Steel Safes 
Rests flat on the books. For Decimal o 


oin araa tei nan & Furniture FOR SALE 
So Simple Anyone can use it, 


t 
URGENTLY SAFES, 


WANTED DESKS, 
FOR CHAIRS 


Size, 114 X 2h X iin, £4 15s. NATIONAL & TABLES 
MONEY MODEL SERVICE 


Adds to £0,009 19s. 114d, Price £6 6s. 
When ordering state for what purpose 
required. Also a chea mpi pocket Adder for 
ordinary figures and Indian money, in Turn your 
case, 30/- post free, 


R Cuan SU RPLUS 
OFFICE =< 
EQUIPMENT ELIMINATE |LOSS AND FRAUD BY 


m INTO CASH” OA NOUE PROTETOR L 


Used by leading Banks and firms. Do you 
and help the realise that an altered cheque is your 
own liability? Price £12 12s, 








For all calculations, Multiplies, divides, 
adds and subtracts in 1/10th time taken War Effort All makes of Cheque Writers at 
te do so mentally. bargain prices, Ask for list. 


TAYLORS TYPEWRITER MARKET 74 HANCERY LANE (Holborn End), 
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Just this: 


EER À y\.to make one re- 
J | | flecting telescope— 

: only one — that 
would work 
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S- Design—cost+ time 
i <4. . . all relatively 
— unimportant. 






Even Newton could hardly have foreseen the 
vast fields of development which were laid 
open by his researches. Hardly a lighting 
machine to-day but owes some debt to 
Newton’s principle. Yet, once the new design 

. has been proved, the worth of the invention 
is decided by output speeds. “How many, how 
soon?” becomes the vital question, which only 
modern production control can answer. Kardex 
is helping many war industries to find the 
solution simply, smoothly, and with less 
clerical effort. 


* PRODUCTION CONTROL, by A. R. Jackson. 
The above booklet presents an outline of production control problems 
and practical solutions. Sent on application for Il- post free to Dept. 8.5. 
Kardex systems are available only to essential industries. 


VISIBLE CONTROL SYSTEMS 


1 NEW OXFORD STREET, LONDON, W.C. í 
Telephone - CHANCERY 8888. _ 
DIVISION of Remington Rand Ltd. 













































CS) machines quickly reveal their 
presence by the bottlenecks they create. 
Under-active machines are more subtle, not 
showing their symptoms till you find yourself 
short of essential parts they should have pro- 
duced. Install Servis Recorders, and you will 
have an ever-ready and unchallengeable record 
of each and every time a machine goes dead. 
With very little trouble and very little cost 
you can maintain continuous guard against loss 
from stoppages which would otherwise occur 
unknown to you. Write for further details now 


| 


we l SERVIS RECORDERS 
E) LIMITED, BOX AB 
— Northgate House, 19 London 


FOR MACHINES AND LORRIES Road; - Gloucester, Eagas 
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THOS. JOHNSON 


( METAL PRESS WORKERS) LTD 
MANUFACTURERS OF 
FERRULES & GENERAL 
‘CUPPED PRESS WORK 
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ACCOUNTING, COSTING AND PRODUCTION CONTROL RECORDS 

ARE PREPARED WITH MAXIMUM RAPIDITY AND MINIMUM 

EXPENDITURE OF TIME AND LABOUR WITH POWERS PUNCHED 
| CARD ACCOUNTING EQUIPMENT 


Preparing Powers punched card accounting and costing records is simple—much simpler and 
quicker than preparing records by hand or other machine methods. Punching the cards is the 
only manual operation in the Powers system and can be performed by junior female staff. The 
- classification and production of the required records from the information punched on the cards 
is performed entirely mechanically and only requires the absolute minimum of skilled labour 


Powers Punched Card Accounting—-the most highly developed form 
of mechanised accounting—is unequalled for :— 


COST SUMMARIES; STOCK ACCOUNTS; PRODUCTION 
CONTROL; STORES RECORDS; WORK IN PROGRESS 
RECORDS ; PAYROLLS ; INCOME TAX RECORDS ; LABOUR 
ANALYSIS; BONUS SCHEDULES; EFFICIENCY RECORDS ; 
PLANT DISTRIBUTION AND DEPRECIATION RECORDS; 
INVOICES; STATEMENTS; LEDGER ACCOUNTS; PUR- 
CHASES ANALYSIS; SALES ANALYSIS; EXPENSE 
' ANALYSIS 


Powers machines may be purchased, hire-purchased or rented on very attractive terms. 
Write for literature and a demonstration which will be gladly arranged. 


POWERS-SAMAS ACCOUNTING MACHINES LIMITED 
POWERS-SAMAS HOUSE - HOLBORN BARS - LONDON, E.C.I 
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The weight of Britain’s mass- 
ing arms becomes heavier. The 
weapons themselves are bigger, 
capable of dealing yet greater 
blows. But none is too big for 
British Railways to move. 


In peace-time, specially-made 
rail wagons carried unusual 
loads for Britain’s industries. 
Now, special wagons are used 
for giant tanks. Tracks on 
either side are cleared when 
big guns have to pass on their 
way. 


Born of peacetime practice and equipment ADAPTABILITY is the wartime keynote of 
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Imperial 
_ Typewriter 


for all ‘lines of communications’ | 
| 
| 

We shall be pleased to send you a copy of our 


booklet on the war-time care of your typewriters. 
Imperial Typewriter Co. Ltd., (Dept.7), Leicester | 
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RAILWAYS 


One Machine Does Work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with “ Fanfold * Continuous Form et sae 
because the many time and money-saving methods of 
the Continuous Form Billing Machine are added to all 
the advantages of regular typing. 

" Fanfold"’ Continuous Forms typed over our Attach- 
ment effect savings in Billing time and costs, rangin 
from 17% to 78%, without affecting the operation o 
the typewriter for regular correspondence and other 
purposes. 

“ Fanfold " Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of 
construction and operation, there is nothing to get out 


Foanſol 


Tent wane 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone: GlAdstone 5477 (3/ines) 











= AND you can count them before 
theyre hatched...... 


The productive capacity of this imaginary 
egg reminds us of the productive capacity 
of the three-in-one Kalamazoo WAGES 
Method. ONE handwritten line writes up 
THREE separate records. 


WAGES SHEET OR PAY ROLL. @ 
When compicted and inserted in its secure Loose- 
leaf Binder, this becomes your permanent Wages 
Book. Rulings are supplied to suit your own needs. 


PAY StaPS 5 A e 


Perforated ready for separation and gummed for 
fixing to Pay Envelopes, or ungummed for tins. 
Each, being a carbon copy of the relative line on the 
Wages Book, shows the Employce exactly how his 
wages are calculated. 


INDIVIDUAL EARNINGS RECORD @ 
A record for each Employce is placed over the other 
two forms for carbon duplication, giving—without 
extra work—a separate summary of cach employce’s 
earnings. and the necessary information for Income 
Fax Returns. 


Kalamazoo 
‘Copy-writing 
Method 


E a ADR, NORTHFIELD 
Kalamazoo Ltd. BIRMINGHAM, 31 








Temperature control is assisting the tasks of 
the scientific engineer to-day as it assisted 


the work of the housewife before the war. 
In the days to come it will serve both. Ex- 
perience gained under the drive of national 
necessity wilk find very many interesting 
applications to the needs of post-war 
development. And not least in building 
up new standards of food cleanliness, 
family health and domestic convenience in 
the new and better homes of Britain. To thai 
work Prestcold Refrigeration looks forward. 


Shrink fitting of bushes in castings ; controlled 
large-scale cooling of oil baths in the heat treat- 
ment of alloy steels; the creation and mainten- 
ance of altitude temperatures and pressures in 
Stratosphere testing of aircraft instruments ; the 
automatic air-conditioning of factories and 
institutional buildings ... these are some of the 
modern industrial jobs which Prestcold temper- 
ature control plant is dealing with and which 
provide new standards for permanent practice, 


PRESTCOLD REFRIGERATION 


A product of 


PRESSED STEEL CO-LTD 


* 











They SUNBATHE 
right in the factory ! 


No factory these days keeps up production 
without close attention to welfare and hygienic 
measures. Among these, mild tonic applica- 
tions of ultra-violet sunrays given Say twice 
a week have proved most valuable. These 
routine. sunbaths build up high resistance to 
infections, maintain endurance, cut down 
absence. Hundreds of factories, collieries, 
stores, Service units use Hanovia ultra-violet 
ray lamps; the picture shows a typical instal- 
lation at a famous Scottish foundry. 

To investigate for yourself, simply ask for 
our free booklet, “ Fitness in Industry "—2o 
illustrated pages of facts and actual experi- 
ences, (Please use your business heading.) 


HANOVIA - LTD. 


Specialists in ultra-violet and infra-red ray lamps, 


SLOUGH, Bucks 
LONDON SHOWROOMS: 3 VICTORIA STREET, $ W.I 


Supply of Hanovia Lamps, The Services natur- 
ally have first priority, but provision is made 
to cover the requirements of industrial under- 
takings, who can be assured of reasonable 
delivery on furnishing the B.O.T. Licence to 
Purchase, which is now necessary. 


These well-known names are recent addi- 
tions to the long list of industrial under- 
takings who are using Hanovia Lamps in their 
Works, Clinics and Welfare Departments :— 


A. Guinness Ltd. 
Hawker Alreraft Ltd. 
Hoover Ltd. 
R, A. Lister & Co. Ltd. 
Sir R. McAlpine & Sons 
McVitie & Price Ltd. 
The Ministry of Health 
Davis Gas Stoves Ltd. The Ministry of War 
Ferranti Ltd, Transport 
T. Firth & J. Brown Ltd. Murphy Radio Ltd, 
Guest, Keen & Nettlefolds Phileo Radio Corpn. Ltd, 
Ltd, Raleigh Cycle Co. Ltd. 


WANANE 


Alvis Ltd. 

B.S.A, Ltd. 

Bovis Ltd, 

Butterley Colliery Co, 
Chivers & Sons Ltd. 

G. Cohen, Sons & Co. Ltd. 
Coty (England) Ltd. 


1 Yo owner or E manager of a factory «|. 
„Workshop should know about 


NOW SEM ”- -cement paint. 


esents a new and inexpensive way 
-secure more and better work, and a : 


definite saving in light and fuel. 
MORE LIGHT THROUGH 


“bility. It is waterproof and 
 hygienic——it does not flake 


can be washed and even seru 
desired. “SNOW WCEM ” is re 
— being able to give the 

ce required for the 
Factories Act, 1937, Se 


‘ECONOMY. — 


t Ib. of “SN 
coats toa supe 
mately 3-4 sq. y 
airtight metal con 


prices: © 


112 Ibs. 56, À 36 
a lbs. 


lelivery és a — You are invited to write for teate 
stamp) i 


O O OTHE CEMENT 
‘CLUB HOUSE, 


— G. & T. EARLE, , Led, hy Wil 
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Ratin scientists 
outwit rats 
cunning 


The natural cunning of rats and mice is their investigated by all owners of infested 
safeguard against attack. Ratin scientists, premises. 

recognising this fact, have produced a The British Ratin Company does not supply 
formula for effectively outwitting the its formula for use by the general public ; 
rodents’ crafty nature. it can only be administered by the 

Company's trained operatives. 

The outstanding success of the Ratin method The Ratin Service is available anywhere in 
has received nation-wide acknowledgment. Great Britain and Ireland. 

It is certainly a method which should be Fill in the coupon now, 


RAVAN 





To The British Ratin Co. Ltd., 
125 Pall Mall, §.W.1. 


Telephone: Abbey 7621. 


Please ask your surveyor to call and explain 
the Ratin Service (preparation not supplied). 





Milestones (First ALLAYS Suspicion-then DESTROYS Rats 
Date of Appointment.................. Time......... B REE = = 














— —— — —e — — — 


dallim ALL 


TRADES & PURPOSES 


Storage Racks, Bins 
é Boxes for Factories 





BOILER SUITS 
* 
BIB & BRACE 
OVERALLS 
a 
COATS, JACKETS, 


APRONS, etc., for The capacity of a warehouse or stores can 


often be doubled by the installation of a 
MEN and WOMEN suitable FISHOLOW All-Steel Storage System, 


On the left is shown one of the lighter pos 
e 


The s9 of Shelving, and on the right a section of 
éé L FLOWRACK. FISHOLOW Factory Equipment 
Op includes many other types, all of which are 
tand designed on the unit construction —— 
e 


—— 


gre 








Write for also Trucks, Trolleys and Transporters. 
PRICES and RIGMEL SHRUNK extensive range and the FISHOLOW facilities 
SAPTEA Garments are in Khaki, Blue enable most requirements to be promptly met. 

—— Ore moter FISHER & LUDLOW Ltd., G Dept., 


In the wash. Branch Works, Rolfe Street, Smethwick. 


H. WHEELER & COMPANY LTD. 


107 London Road, Plaistow, London, E13. 
Phone: GRAngewood 4071 (5 lines) 
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EMPLOMEES 
PAY SLIP 


ama” 


AnG alea i 
— — N One Handwriting, with carbon dupli 
provides these three essential records 
=r (1) Personal Record. Complet 
analysis of nett amount du 
and record of tax deduction: 

(2) Wages Book. Placed ir 
Loose Leaf Binder, the form: 
becomes a permanent Wagi 
Book. 

(3) Employees’ Pay Slips, Con 
plete facsimiles of (1) and (2) 
these show how the money i: 
the envelope is made up 

Let us send you a sample set 


forms for investigation. 





TORIES 


A 
ECKENHAM KENT 


Cockroaches: a- 


menace to food 
supplies 





The enormous amount of damage to food 
stocks caused by insect pests, coupled with the 
loss of prestige and goodwill when infested 
goods are supplied, is to-day a matter of vital 
importance to all engaged with the storage and 
distribution of food, 

Cockroaches (or to give them their scientific 
name, Blatta Orientalis) are among the most 
troublesome af insect pests. They are omni- 
vorous and spoil much more than they 
consume, | 
They infest all places where food is stored; 
they are to be found in bakeries, restaurants, 
canteens, hotels and large centrally-heated 
buildings, in incredible numbers. 

The Pest Control Service operated by Chelsea 
Insecticides Ltd, has made a special study of 
the problem of the cockroaches, and also effec- 
tively deals with infestations of steamflies, 
beetles and crickets. 


Illustration shows adult 
cockroach and odtheca 
(egg-pouch), highly mag- 
nified, The slightest sus- 
picion of either on your 
premises is the siqnal to 
communicate with Chelsea 
Insecticides Ltd, at once. 


CHELSEA INSECTICIDES 
Service 


CHELSEA INSECTICIDES LTD., 
‘Phone: ABBey 7650, 125 Pall Mall, London, S.W.1. 


Please send your District Inspector to advise on 
my/our problem of insect infestation. 





Name 
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“IM A PUTTER-ON OF 
NAMEPLATES 






I'm any hand in your factory with 
no special skill or training. I can 
put brilliant permanent Trapinex 
Paint Transfers (patented) on 
metal, plastics or other difficult 
materials in a fraction of the 
time required for metal name- 
plates, instruction panels, scales, 
serial numbers, etc, No limit to 
size, colours or quantities. 


> 
Used in vast quantities by Minis- 
try of Supply, and Air Ministry 
contractors, engineering, electrical 
and other manufacturers. 


vt) TRAPINEX 


PAINT TRANSFERS 
TRAPINEX LTD., 


8 COMMERCE WORKS, 43 COMMERCE RD., N.22. 


Specimens and quotations 
gladly sent without obli- 
gation on receipt of full 
detaila of your require- 

















These Blocks cause no obstruction 
when laid level with the surface 
and enable bicycles to be quickly 
parked and removed without any 
lifting. The groove goes right 
through the block to facili- 
tate drainage. Concrete shed 
units can also be supplied. 


STELCON (INDUSTRIAL FLOORS) LTD. 


CLIFFORD'S INN sssi 
Le aa ais HOLBORN 2916 








CEES BOWES PARK PARK 2680 MIN 


| BICYCLE PARK 
| BLOCKS 


l 
i 
| 
l 


- LONDON, E.C.4 | 
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VENTILATING 


AND 


AIR CONDITIONING 


| 


























OUR PRE-WAR om 
EXPERIENCE | $ 
AIDS WAR TIME E 
NECESSITY i 






* 


Special Artificial Climatic 
Creating Equipment designed 
and installed by Lamsons 
for testing tank engines 


ENGINEERING 
COMPANY LIMITED 


HYTHE R° WILLESDEN JUNCTION, EE LA A AT 
Phone: LADOROKE 2424 Groors: KELYWIL.HARLES, LONDON 





ARE USED 
IN EVERY 
INDUSTRY 


etc, 


FULL PARTICULARS FROM :— 52 MARGARET ST. LONDON WI 
FA Aone: MUSEUM 8246-7 





INDUSTRIAL TAPES LIMITED 



















Individual needs 
vary greatly both 
with the size of 
factory and the 
intricacy or other- 
Ea wise of the work 
=| do e Most people 
I| therefore want 
-| their special pat- 

terns printed for 

their individual 

use. Whether 
. these sheets are 
simple or complex 
Wilkes can print 
them for you 
speedily and well. 





STORES 
PRODUCTION 
PROGRESS 
WAGES 
COSTS 






ducing machines, 


BIRMINGHAM 








Every detail 


Every kind of essential office and factory Record and Account 
is provided for by M.M.M. 


Numerous standard LOOSE LEAF FORMS are ready for use in 
handy BINDERS which self-index the Records, placing every 
detail of your business at your finger tips. ° 


A unique service is offered to those on war production who 
seek efficient equipment for use with accounting and repro- 


Let M.M.M. help you to reduce your clerical work. Write to us 
now about your record-keeping problems, without obligation, —- 


Moores MopERN METHODS, LTD. 
19-21 Farringdon Street, 


EDINBURGH 
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Planning Production .. 


The vital part the planning office plays is often overlooked— 
even to-day. Planning makes possible to the greatest 
degree the economical use of material and man hours. 
Without proper planning production limps. 


Vital, often unseen, playing their part well, Wilkes Loose 
Leaf Records, specially printed to your individual needs, 
help to control that planning for production which is one 
of the highest functions of management. 


Output and Planning Records, Works Order Systems, 
Progress Control are just a few of the many types of 
records Wilkes are printing to-day for essential industries. 


Your enquiries and orders for essential 
needs will be welcomed. 


JAMES WILKES LID 


Commercial & Industrial Printers 
MOXLEY ROAD WORKS, BILSTON 


i. BIRMINGHAM, MANCHESTER LEICESTER 





at your 
finger tips? 


LONDON, E.C,4 
Branches at: 


GLASGOW MANCHESTER 
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SOLVED ! 

THE PROBLEM OF REPLACING A CALLED-UP TYPIST 
by 

the installation of an EGRY SPEED-FEED Typewriter Attachment and the 

use of Continuous Stationery. This eliminates the handling of carbons and 

enables the typist to concentrate on actual typing and thus can effect as 

much as a 50% saving in time. It is particularly suitable for Purchase 


Orders, Invoices, Goods Inwards Reports, Release Notes, Works Orders, 
etc., where a number of departmental copies are required. 


EGRY 
EWI TN 
The EGRY SPEED-FEED can be fitted to any standard 


make of typewriter. It is entirely automatic in operation 
and can be attached and detached in a matter of seconds. 


Find out all about this time and labour-saver now. 


WARPLE WAY - ACTON - LONDON, W. 3 


LIMITED Telephone : Shepherd's Bush 3377 (3 lines). Telegrams: Egrycompək, Ealux, London 
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of the carbon paper, 
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paper is coated with a special preparation which 
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Shannon Ltd, 
WASTEPAPER 


Hill, John & Co. Lid. 5i 


A L A C R A Portable — for Speed and 
onomy, 

<—— The Portable with the special filing compartment. 
Speed in operation. 
Perfect registration up to 4 copies. 
No interleaving of carbons. 
Perfect alignment, 

Used extensively in Aircraft Factories and Manufacturing 


* 


Concerns, etc, 


HEAD OFFICE — 
Strand House, Portugal Street, 
London, W.C.2 
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Here are the boys who look after the aircraft for the boys who 
look after the Boche. The unsung heroes of the Overall Brigade ! 
And a battle (also unsung) has been won for them on the “ over- 
all front.” Government. specifications demand that overall 
cloths for the dirty-job boys must be pre-shrunk. Ordinary 


pre-shrunk cloths couldn't make the grade. 


Only precision 


shrinkage treatment like “Rigmel” can shrink cloth so that it 


won't shrink out of fit. 


A FEW OF THE SPECIALISTS 
WHO RECOMMEND “RIGMEL”’-SHRUNK 


LIST X 


The S.W. & W.E. 
Standard Manufacturing 
Sapan ' Limited, 

42, 43, Bute Street, 
Cardiff. 


James Smith & Co. 
(Derby) Limited 
Drewry Lane Works, Derby. 


Johnson & Sons, Limited, 
Holdfast Overall 
Manufacturers, 

Great Yarmouth. 


H. Wheeler & Co. Ltd., 
107 London Road, 
Plaistow, London, E.13. 


R igmel - Shrunk 





S.M. Co. Ltd., 
Woodlands Mill, 
Hazelbottom Road, 
Manchester, 8. 


*World's Wear Limited, 
Mary St., Birmingham, 12. 


Watson & Wrigley, 
Tenterfield St. Works, 
Preston. 


Howarth, Hill & 
Company Limited, 

35 Little Peter Street, 
Manchester, 15. 


*Specialists in Women's Wear. 


Laundry-Tested 
Against Shrinkage 
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Industrial workers, doctors, and 

nurses need this kind of shrink- 
age for their protective clothing. 
Uncomfortable, shrunken overalls 
worn by men and women in war 
production factories can steal a 
slice of output. To the surgeon, 





doctor or nurse it is even more 
vital that protective clothing should 
jit, and never shrink out of fit. 





3 Here is Marjorie Pinnock, live 
wire in the hangars of a big 
airplane maintenance unit. She's 
doing a man-sized job as fitter, 
working on the engines of ferrying 
and training planes. One of the 
first women to take up this job, 
you'll agree she looks the part in 
this trim boiler suit. She, 
like all the rest of the 
women at war, wants 
style as well as protec- 
tion in overalls, and fit 
that doesn't wash away ! 


Advertisement of THE BRADFORD DYERS’ ASSOCIATION, LIMITED, MANCHESTER, BRADFORD, LONDON 
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Complete Post-War Plan Ready 


Here are the plans of the Hosiery Manufacturing Industry for the 


whole market. 


this contingency. 


By considering the immediate post - war European 
- the phase of gradual return to normal 


situation 
trading - and then 
the ultimate peace, 
this plan aims at 
the restoration and 
improvement of in- 
dustrial prosperity. 


OR a considerable time 
past,’ the Editors of 
Business have been examining 
many of the plans and projects 
for industrial post-war recon- 
struction. 

The work of the post-war 
reconstruction Committee of 
the National Hosiery Manufac- 
turers’ Association commends 
itself to us as the most pains- 
taking and thorough scheme to 


te. 

Its breadth of vision, 
thoroughness of prospect in the 
post-war scene and wealth of 
considered detail are factors 
which qualify the plan as a 
model to national industry, 

Introducing their plan the 
committee submit that whilst 
confining themselves to those 
problems affecting their own 
industry they have taken into 
their deliberations those recom- 
mendations that might reason- 
ably be expected to fit into a 
more general scheme of post- 
war reconstruction as a whole. 

Presented in a spirit of hope 
‘and confidence it is a plan 
which clearly defines a deter- 
mination to make things better 
for all than they were before. 

Re-organisation in any indus- 
try, whether to meet war-time 
needs, or to meet the difficult 
years of salvage and reconstruc- 
tion that must follow, must 
primarily be a matter for those 
engaged in the industry but 
their efforts must be guided 
and directed by some central 
authority responsible for indus- 


trial re-organisation as a whole, 
Acceptance of this principle 
led to the formation of the 
War Emergency Committee 
with the Director of Civilian 
Hosiery as its Chairman; the 
committee are of the opinion 
that this has been proved an 
entirely satisfactory means of 
bridging the gap between the 
major policies of the State and 
the experience of the trade, 


Sound Control Must Stay 
Until Ultimate Peace 


Hostilities will not cease 
simultaneously in all theatres of 
war. The committee therefore 
consider that : 

(a) The same forms of co- 
operation and control which 
have withstood the test of 
war shall be applied to deal 
with immediate post-war 
problems, and the establish- 
ment of untried organisa- 
tions for this purpose shall be 
avoided at all costs. 

(b) Many temporary civil 
servants now rendering in- 
valuable service may return 
to their normal occupations; 
proper provision should be 
made to preserve continuity 
of existing policy and outlook. 

(c) To make the instrument 
entirely effective it is in 
the interests of the three 
parties primarily concerned, 
Government, Employers and 
Workers, that the Manufac- 
turers’ Federation and the 
Hosiery Union should be as 
numerically strong and as 


It is anticipated that world hostilities will not cease 
simultaneously. The plan has been drawn upto meet 





fully representative as possi- 

ble of employers: and opera- 

tives, thereby increasing the 

effectiveness of all decisions 

and agreements. 

We need not emphasise the 
dangers and disappointments 


consequent upon unemploy- 
ment after demobilisation. lt 
is the first duty of all respon- 
sible for post-war reconstruc- 
tion to create conditions under 
which labour can be rapidly 
re-absorbed., 

Far greater benefit and happi- 
ness would result from a de- 
claration that nothing would 
be left undone to ensure a 
reasonable opportunity for pro- 
ductive work for ex-Servicemen 
and women and munition 
workers returning to the indus- 
try than from any promise of 
idleness with income security. 

The difficulties are not in- 
superable; no industry can 
turn so quickly from war-time 
to peace-time production; the 
labour is largely female and 
is not entirely dispersed and 
will for the most part seek to 
return to its previous place of 
employment, 

rave danger exists in any 
scheme to regiment or direct 
labour or to say where it can 
go and where it cannot go. 

The directions should be 
applied to raw material, and 
conditions created under which 
it can provide the maximum 
amount of labour spread evenly 
throughout the industry. Six 
requisites, therefore are needed : 
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ent ‘service ‘allocation 
retained for relief 


needs. | 
This will go some - way 
towards decreasing the con- 


sumption per operative but not 


nearly far enough; the com- 


mittee suggest that by retain- 
ing the iramework of the 
present scheme and making 


st. it. ‘some adjustment to. the prin- 


ee directional pro- 


ule is eae to — 


the contention that half — 


persons in the textile industries 


find employment through the — 


refusal of the public to be uni- 
formed ‘and regimented in their 


clothing and for that reason we — “4 
cannot take it for granted. ae not « 


the present method of. stand- 
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ardised production into which throni se 


they are now forced will appeal 
to manufacturers as.a policy to 
be adopted permanently, , 


Scope for. Divélöpment ' 
: Means: More fai tales a 

= z — 
“war-time problenis 


longer than national necessity 
demands, and we recommend 
a maintenance of the present 


form of control, and the pre- 


paration of a planned produc- 
tion which will enable the 
control at a moment’s notice 
to operate in the reverse direc- 
tion, bearing in mind the effec- 
tive time lag between one policy 
and another. 

It is impossible to estimate 
the volume of raw materials 
which will be made available ‘ 
either for home consumption or 
for export or for relief, but 
obviously they will be in short 
supply for an unknown period 
after the war, during which 
they will be the predominant 
influence in any scheme of in- 
dustrial direction or control, 
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6 Points From The Plan 


l] A prime responsibility is the creation of 
conditions to re-absorh labour rapidly. 


2 Wages for labour rather than promises 
of idleness with income security. 


abroad. 


3 The acceptance of a code of fair com- 


petition and the avoidance of the pre- 
war chaos of price cutting and under 


selling. 





tive selling prices which the 
trade as a whole is forced to 
meet, to which must be added 
the practice of offering certain 
lines at cut prices to induce 
additional trade on more re- 
munerative numbers; a foolish 
and unprofitable policy which 
creates a weak selling position 
for the manufacturer himself 
and for the trade in general. 

Manufacturers have in fact 
for the time being established 
amongst themselves a code of 
fair competition which provides 
a more — return for 
the energy and effort put into 
their businesses than has gener- 
ally been the case. An amaz- 
ing diversity of replies was re- 
ceived in answer to questions 
relating to overhead charges, 
departmental costs, productive 
wages, and so on, when they 
were put to a few selected well 
known firms, but after a series 
of meetings and investigations 
the diversities were eliminated 
and common ground reached. 
Old prejudices, the tendency to 
hide things up, aversion to re- 


4 A permanent 
scrap and build. 


peace-time policy of 


5 Removing the danger of uncontrolled 
transfer of obsolete plant at home and 


6 Establishment of new concerns to be 
discouraged until all absorbed firms 


are industrially re-established, 





vealing inefficiency or to facing 
facts were set aside and a 
general level of prosperity has 
resulted. 

The efficient production of 
hosiery does not, like iron or 
cement or sugar or soap, depend 
upon the operation of large 
units—rather the reverse. 


Private Enterprise 
Ensures Progress 


The committee state their 
conviction that it would be 
disastrous to attempt to rule 
out private competitive enter- 
prise which safeguards the 
consumer from _ exploitation,. 
and demands from the pro- 
ducer steady technical progress 
and increasing efficiency. 

The ideal framework in which 
this competitive activity can 
best be set may be described as 
a planned code of fair com- 
petition, 

The principles of such a 
code might be as follows: 

(1) Uniform conditions of 
employment, e.g., jobs suit- 


— —t — — — — — — 


able for men should not be 
filled by women, 

(2) Uniform wage rates— 
the same or nearly the same 
rate of pay should be applic- 
able to the same class of 
work no matter where it is 
carried out; observance of 
the bonus and overtime agree- 
ment, a standard time rate 
for learners and so on. 

(3) Minimum welfare stand- 
ards; encouragement to im- 
prove premises as well as 
machinery. 

(4) Regulated hours of em- 
ployment; elimination of 
week-end work and so on. 

(5) Consultation with the 
B.S.1. with a view to estab- 
lishing minimum standard of 
goods and of a certification 
mark. 

(6) Certification of 
shrinkability, 

(7) Standardisation of sizes. 

(8) Standard costing forms 
and uniform method of ascer- 
taining productive and over- 
head costs. 
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that — initial Tae decil m., 
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should be applied to Hosiery | 
and we would be the first to 
agree that they have every 
reason to be satisfied with the 
result, both 
individually, 

The time will come when the 
original pledge to reinstate the 
absorbed firm must be imple- 
mented, | 





Only All Round Equity 


Can Establish Goodwill 


. Apart from the desires of the 
evacuated firms or the inten- 
tions of the government, the 
physical problem of de-concen- 
tration, that is the return of 
labour, would appear to offer 


two methods of solution, one by 


demand and supply of labour, 
the other by the directional 
control of labour, 

It was a fairly easy matter 
to extract labour from factories 
where.it was known to be domi- 
ciled and to hand it over to 
the Ministry.of Labour to dis- 


- tribute to places and occupations 


where vacancies were “ready 


and waiting, or to leave it 


it — until the vacancies 





Demobiksation. will be some- 
thing. quite different. Labour 


will find its own way back as 
fast as it can, unannounced, un- 


regulated, ungrouped, into an 
open market ; 


came from, that which took 
months to extract may be 
restored in weeks or even days. 


They would recommend that 
every effort be made to provide 
the vacancies and allow the 
demand this created to be met 
from the available supply. 

One further general principal 
to be decided is the starting 
point from which all firms 


whether parent or constituent 


cam recommence their peace- 
time trading. The decision must 
rest on equity all round—that is, 


equal opportunity to establish. 
; goodwill. 
Some firms could clear their. 
in a matter of days” 
others in weeks, others perhaps 


decks 


in months. 
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ployers and employed is in the _ 
A interests of the Jndustry 

if’ ; j kA 















powers of the Sta 
— to the — 


— —— that the ‘acquisition i 
of existing ‘businesses and the” 
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Industrial 
Function. 


How — 


Design to 


and Selling | 


By WALTER M. YORK 
An Executive of E. K. Cole Ltd. 


HE importance of Indus- 
trial Design has never 
been fully appreciated by the 
majority of manufacturers of 
consumer goods. And yet it is 
the first subtle educational step 
that industry must make in its 
approach to the buying public. 
The influence of good design 
affects not only the attitude of 
the market to your own pro- 
duct, it speeds the tempo of 
ideas in the mind of the whole 
industrial world, The truth of 
this claim is manifest by re- 
calling the introduction of 
streamline to transport design. 
Ocean liners, famous trains 
and the mass-produced car, all 
embodied in design the stream- 
line principle, 

The classic example of its 
influence is perhaps the intro- 
duction by the Ford Motor 
Company of the low horse- 
powered car, with its graceful 
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lines and its comfortable 
roominess, 

From the date of its appear- 
ance it revolutionised the 
public’s attitude to the small 
car. The potential buyer had 
been shown what could be 
done. It had been proved that 
beauty in design could be com- 
bined with functional efficiency. 

A new standard had been 
set, Other car manufacturers 
realised that to hold their 
markets they, too, must con- 
form to the new expectancy. 

We think that it can be 
fairly claimed that we were 
one of the firms first to appre- 
ciate the significance of modern 
ideas in design. We certainly 
were pioneers in the employ- 
ment of Industrial Designers 
for products going to the mass 
markets, 


Good Design Means More 
Than Symmetry 


Of these talented designers, 
the names of Serge Chemayeff, 
Mischa Black, Raymond 
McGrath come quickly to the 
mind, 

The designer, the technician 
and the sales publicity organ- 
isation worked as one team, 
and by so doing we avoided 
that ever-present danger—the 
supervention of zstheticism 
upon functional practicality, 

The very nature of his call- 
ing disposes the designer—the 
industrial artist—to optimistic 
idealism. It is essential to keep 
to realities. 

The feet of business must bë 
kept firmly on solid earth, 

This tendency to regard 
one’s products purely from the 
standpoint of design is often 
fostered by the enthusiasm of 
the designer. His inspiration 
infects his colleagues and 
collaborators. 

No matter what the product 


‘is it must conform in outline 
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to an already existing idea: 
That idea may have already 
been symbolised as in the case 
of the small car, On the other 
hand, it may be still an unde- 
fined and unsatisfied need, of 
which the market is conscious, 
but incapable of translating into 
descriptive terms, - 

It is at this stage that the 
gemus of the industrial de- 
signer is most needed. He can 
creep ahead of the idea, but 
he must not leap. He can, and 
should, lead the trend of taste; 
he is the sponsor and demon- 
strator of the phenomenon of 
consequence. 

Every new feature intro- 
duced provides the foundation 
for further creativeness; the 
latest development, the newest 
design, will only popularly 
accepted if the jump has not 
been too great, 

A sound knowledge of the 
market is a prerequisite to 
success, 

_ By that knowledge the de- 
signer is guided. To evade the 
psychological influence of 
modernism is to court disaster. 

Our own product, radio, 
affords an interesting example 
of the truth of this statement. 

Our largest market is the 
middle and working-class popu- 
lation of the country. 

Pride uf possession in their 
radio set is definitely marked, 
not for them the blasé indif- 
ference of having something 
laid on. It is something more 
than the installation of the 
water and electric services. 

There is enthusiasm in 
ownership. Most important of 
all, it becomes part of their 
home, 

Our designers had to produce 
a new series of designs every 
year. These ideas would be 
translated into terms of pro- 
Guction, and that production 
had ultimately to be reckoned 
in terms of sales value. 


PRODUCTION 







features 
were to be incorporated, what- 
ever changes in design were 


But whatever new 


contemplated, one factor re- 
mained constant. The destina- 
tion of the finished radio was 
a British home. 

The slightest suspicion of in- 
congruity could ruin the suc- 
cessful selling prospects of 
even the most perfect radio 
set, In design it had to con- 
form to the general needs— 
rather than the peculiar or par- 
ticular tastes of the ultra- 
modern few. 

We could not doubt, had we 
produced an ezsthetically per- 
fect radio, that it would har- 
monise with the surroundings 
of some opulent sybarite. But 
what industrialist, using mass 
production methods, would be 
so bold as to devote his pro- 
duction schedule to this section 
of the community? 

In a nutshell, our radio set 


still has to live with the 
aspidistra. 
Aesthetically speaking, we 


have seen designs infinitely pre- 
ferable to what has ultimately 
been submitted to the trade. 
Indeed, we have manufactured 
such units, and our experiences 
in this field is illuminating, 
Some years ago, using 
plastics, we manufactured and 
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Mr. Wells - Coates broke 
from tradition with this 
model. The theme — 
simplicity — The medium 
plastics 


sold our most popular lines in 
a mottle-brown walnut finish. 
We then introduced what 
might be described as a luxury 
model in an alternative finish 
of black and ivory. 

Examination of sales results 
revealed a 24 to Ir ratio in 
favour of the mottled walnut 
unit. 

Experimenting still further, 
we then introduced to the 
market a radio of novel round 
design and led into the use of 
pastel-shaded plastics of onyx 
green and pearl ivory. 

From the esthetic point of 
view, they were outstanding 
examples of industrial art. 
But we knew that we should 
never disturb the popularity of 
the favoured mottled walnut. 

And so we come to the use 
of plastics with their tremen- 
dous field of possibilities for 
the producer, and the wide and 
flexible scope they offer the 
industrial designer. 

The place of plastics in the 
post-war scene will undoubt- 
edly be an important one, But 
purely because of the range 
and flexibility of this medium, 
there has been a growing ten- 
dency to misuse, indeed one 
might say abuse, these materials 
by short-sighted manufacturers. 

This freedom in the use of 
plastics, and the variety of pro- 


Always toYkeep to realities. 

Your product is for the mass market. 

New designs must be subtle and persuasive. 

Lead the expectancy of the markets’ tastes — 
do not leap ahead of it. 

Align your display with 


the theme of design. 








cesses to which they can be 
applied, together with the un- 
limited uses to which they can 
be put, tempt the manufacturers 
and the designer to venture 
into realms of production 
which are entirely unsuitable. 

There is a tendency to 
regard plastics as a substitute. 
This fallacy has led to appli- 
cation of their uses in the pro- 
duction of lines unsuitable to 
their medium. 

Their very flexibility, the 
fact that moulding processes 
can be adapted leads to market- 
ing of lines, which, instead of 
popularising these new mate- 
rials, might possibly reduce 
their popularity in just those 
spheres were. commercial 
acceptance is their due, 

Conventionalism, practice, or 
prejudice, call it what you will, 
the fact remains that most of 
us prefer to drink our beer 
from pewter tankards or 
glasses. What prospects, there- 
fore, would confront the 
manufacturer who decided to 
market plastic beer tankards? 


Defiance of Accepted 
Fashion Spells Failure 


We cite this as only one 
example of unsuitable mould- 
ing. Readers will probably 
recall other instances from 
their own experience. 

Practice such as this is 
neither keeping in step with the 
trend of taste, nor is it ahead 
of it. All it accomplishes, 
unwittingly, is a consumer 
antagonism, bringing into dis- 
repute both the material and 
the product. 

There is little point in advo- 
cating good industrial design if 
we contemplate perpetuating it 
in the wrong medium, Means 
must be sought, in consultation 
with designer and technician, 
for the correct materials to be 
used in translating design into 
terms of consumer products. 

At the same time, there is 
neither reason nor excuse for 
bad design. 


” JULY, 1943 


Another aspect of the case 
for design is that of publicity. 
This falls under two heads: 
(a) the manufacturers’ contact 
with the  trade—in other 
words, the distributive organ- 
isation; (b) the market in 
which the trade sells your 
products. 

Our practice has been, as far 
as was possible, the mainten- 
ance of theme. The outstand- 
ing uniqueness of the annual 
features was subtly conveyed 
to the trade by careful produc- 
tion of all our literature, 
brochures, catalogues, etc, 

Emphasis was laid on this 
point in the annual campaign, 
and the designer and the lay- 
out experts collaborated in 
their production. 

The display material, the type 
faces used, the photographs, the 
whole presentation, were recog- 
nised as the first contact of 
the manufacturer with the 
trade. 

If this contact failed, the 
programme for the year was in 


jeopardy. 


Design for its Own Sake 
Is Not Enough 


It was essential, therefore, 
that this first important ap- 
proach to the trade should not 
only convey the trend of design 
incorporated in the latest 
models, but it should be so 
placed before them that their 
reaction would be in harmony 
with that of the people to 
whom they ultimately had- to 
sell; shelf appeal and sales 
appeal were synonymous terms, 

Finally, your designer must 
consider his market, its likes 
and dislikes, its preferences and 
its prejudices, Constantly 
before him must be the ques- 





Electrical Convection Heater 
Designed by Wells-Coates, 
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tion: “What will be the 
buyers’ reaction to this or that 
idea? ” 

Good industrial design must 
not interfere with the func- 
tional efficiency of its product 
—rather should it enhance it. 

It must be subtle, and its 
acceptance unconscious, 

The purchaser, seeing a new 
product for the first time, 
rarely says: “That is good 
industrial design.” He examines 
it critically, and it looks good, 
he likes its lines, it feels good, 
he likes the material, he tries 


Use of Plastics 
Industrial Design 


by 


JOHN GLOAG, Hon. A.R.1.B.A. 


(Chairman and Managing Director 
Pritchard, Wood and Partners) 


ETWEEN 1935 and the 
beginning of the war, a 
good deal of attention was 
given to plastics, both in the 
national press and in many 
technical and professional 
journals, though the true char- 
acter and capacity of the vari- 
ous types of plastics were not 
always fully apprehended by 
those who spoke of them, with 
or without authority. In this 
country, indeed in any country 
inhabited by human beings, a 
new idea has to adopt some 
form of protective mimicry if 
it is to survive the frosty re- 
ception generally accorded to 
any suggestion of change, 

For some years plastics mas- 
queraded as wood, or metal, 
or leather or glass, They were 
introduced in the guise of sub- 
stitutes, for although industry 
in the past has often feared 
and rejected originality, it has 
welcomed imitation, Mr, Alex- 
ander Parkes, when he broke 
the news about his new mate- 
rial, “ Parkesine,” tactfully 
likened it to such familiar 
materials as ivory, tortoise- 
shell, horn, hard wood, india 
rubber, and so forth. 

Plastics may be divided into 
two main groups and one minor 
group. 

In the two main groups are 
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the thing out, he discovers it 
works, and works better “than 
the older model. 

In all, he is satisfied with 
the whole composition, Your 
buyer reflects, “ It looks good, 
feels good, does the job, and I 
can afford it, therefore I’m 
buying it.” 

He buys, not because it is 
good industrial design, but be- 
cause it is industrially de- 
signed, it is functional and 
pleasing to his eye. 

That is the aim every good 
designer sets himself. 


in 





thermo- 


and 


thermo-plastics 
setting plastics. 

The third, minor group, is 
based on the protein caseins. 

All plastics are capable of 
being moulded under heat and 
pressure; but when thermo- 
plastic materials are thus 
moulded they do not change 
chemically, and may be re- 
heated and reformed. This 
means that scrap can be used 
and consequently waste may be 
eliminated, 

Thermo-setting plastics when 
they have once been shaped by 
heat and pressure cannot be 
changed : they remain hard, and 
can only be worked by cutting 
or grinding. 

Now each of those two main 
groups — thermo-plastic and 
thermo-setting—include various 
types which possess the funda- 
mental character of their 
group, but differ from each 
other both in quality and in the 
sources from which their raw 
matetials are drawn. 

The thermo-setting group 
includes phenolic resins, cast 
phenolic and urea resins. 

The thermo-plastic group in- 
cludes cellulose nitrate, cellu- 
lose acetate, acrylic resins and 
polystyrene, 

he minor protein plastic 
(Turn to page 64) 





joint roh ; 
adopted by a group of well- 
known manufacturers in a 
southern. area, — 

In May Business an outline 
of their hopes and aims was 
given, C A number of readers 
have "exp ssed.. interest in the 

. They want to know how 
the scheme is progressing. 
“Beyond. do ubt, ” the chair- 
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: i imes resented by maae ea: 


ments. We have heard com- 
plaints on this subject in prac- 
tically all parts of the country. 
Not much has appeared in 
the press, however, but as the 
managing director of a large 
textile concern complained to 
us, “Our silence is due to 
former failures to get action. 
If we have to be controlled, for 
God’s sake let control be firm 
and uniform, 
are instructions, 
mendations, 


not recom- 


“Look at what is happening 
now on holidays. We are told 


that workers should be granted 
holidays. It is recommended 
that factories should close 
down for a day or two. The 
result of this ambiguous 


‘should’ is that one factory. 


with a production lag dis- 


penses with the holiday and 


works through. 

“Another concern with its 
schedule up-to-date takes the 
opportunity to get vital main- 
tenance. work done and close 


down for as long as is possible. 


“Tf the Government said 


inthe first 
resultant 


“In any factory town the 
workers make their holiday 


arrangements with friends in th i d di 
other factories, Either all our for e same erms an con i 
arrangements must be upset or 


else those of our employees. 


must suffer. 


“There is no question as to. 
the necessity for holidays being 
given. The point is that they. 


should be given at the same 
time locally, and that the Gov- 
ernment statement shoul 
explicit and binding.” 


iT position of the rein- 
stated worker is causing 
extreme confusion. It will be 
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Yet on June roth Mr, Beviri 
stated in the | House oi Com- 





circumstances, if poss 


tion held before dismissal, - 
where he will do the same work - 












ons, a 
Itis ‘only where the employer’ 


‘can show that this is impossible 
that mere payment of wages is 


sufficient, 

“Tn such a case, . moreover, 
there would be pri acie 
ground at 
there „yaso 







remembered that in the case of wage 


Hodge v. Ultra Electric Ltd. 


April 15th, 
Charles said that ‘ 


1943, Mr. Justice 


person who has been dismissed, 
in the same position as he 


occupied before dismissal.” 


‘The word 
reinstate, in cases of this kind, - 
connotes to putting back as far 


st 
He must also be given his old 
as humanly possible, of the 


-job at his old wage, if such a- 


__ staffing and t 





— eea ‘his wages. 







job exists, Otherwise the em- 
ployer will be a dof: 





1. cost of an 
e addition: it 
costs of the 
iv i 









the difference 
ginal cost and 
de by selling 






cts but also to 
d the decisions 







cular — 
need of an indus- 








-cost to be incurred by 
a 4 





hi permed decision. 







Let j 


example of conventional cost- 
ing is an average cost which- 
-includes not only the variable- 
‘costs such as consumable stores, ` 
packing and carriage which © obj 


but also a share of the fixed man: 
expenses such as rent, fre insur- output © 


“production and 
-prove to be lower than was. 
assumed when fixing the rate v 






anager is to know the 


margin are likely, therefore, to 


osting meets this. ‘be approximately true for any € S 


-but 
~ volume, . for; 
. A sale of this article at any been f 

rice above the marginal cost F oe nse 


~ gin. It-is a contribution to the. a 
-total margin required: to meet: 
the total fixed expenses and. 
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Chie f Accountant, Kälamåsóőo Ltd. 









The 15s, of ‘expenses m thes 












additional production will add m 
to the total costs of the business, 







ance, advertising. and research. furth 






which are connected with time. a z 






If, therefore; the volume of t 
-sale should £ 









of expense, the cost per article a 






will be greater- and the profit the ne 
smaller. profit 
The marginal cost on. the. sales 
-other hand does not include annt 
fixed expense and so represents. di 

the additional cost 4 additional 











production and sale. 7 
The marginal cost and the 













Selling price sak — 
Margin sii — 
Extra fixed expense 
Extra sales to cover the extra: fix 


expense (£10,000) 
—— 12 500 articles per 
( 16s. 7 


g ) be 

. Extra profit on extra sale of 20, 000 

articles per annum: hee og 
20,000 af. 16s. — £18,000.” i 
Deduct extra fixed expense —— 





















— N 








catastrophic changes in: 

















f 29s. leaves the business better = iee bed jas As 
ff by the amount of the mar- tl 













— is ne 
duced by. 

provide net profit. It indicates quant $ 
clearly the lowest price at © Its - 
which the article can be sold cumst: 
without a real loss and when conti 

i -i edtoa whole. r 
the margins“ the 


















yielded by the “selling prices: so cl 






measure the relative profit- tions i 
ability of each. product. | ands 
| The fact that the marginal In 
cost is lower than the con- 








fet renewal fees F 


. Trade subscriptions 


ransport wages 
na rial and wages 


ommi ssion 


tks’ salaries and stationery 
r Works. progress 
Order pricing 
Invoicing | 
Sales ledger posting 


stis n no more — an indication of the lines * 


Heating 


Air conditioning 
Repairs and maintenance 
Depreciation * 
Foremen's wages 

Works management 
Buving 

Research and testing 
Drawing office 

Rate fixing 

Sales Management 
Advertising 

Salesmen’s salaries 
Secretarial 
| services 
Welfare 


| Trane 


n. ir to be suitable in repetitive industries. 


, formula for separating variable and fixed expenses 


ense, A ‘substantial 
DR great expansion 
ust- sooner or later 


s, in the short run 
ths or a year there 
penses which goon- 
— bgt aires 


tive- 


existence : 
ie- payment of fi 
insurance and -f 


saged on it may be expected 

to vary fairly quickly with a 

persisting. change in volume, 
lf these border-line: expenses 


are classed as fixed the apparent 
marginal cost may be too low 
and. there is a risk of. mislead- 
-Jing conclusions about: the profit- 
ree of! t eng prices: 


i — stores 
J Superintendents’ salaries 


i jes Sot progress, “ine 
and sales ledger clerks 


ses of this. kind. eni H 


er md e numbers en- ie > fs ; 


Indirect wages: 

Foremen 
Waiting 
Holidays—Direct workers: 


Spoilt Goods 


Transferred services : 
- Transport 

Heating 

Power 

Light ... 

Buying 

Welfare 


Total cost ... * 
Total man-hours ... 
_ Cost per man-hour 


and accounting | 


"and so complete the analysis : 


K unctions. 


penses —— 


ning it and also cos 


ferred for services fròt 


| functions, for example, © 


The separation of the va 
and fixed expenses can be mad 
in the first instance in the it 

of expense directly. incu i 
each function. 


The division in the’ € 
services such as heat 
transport can then Di 
into the transferred costs of 
functions receiving the s 


total oe 


costs | those < 
Here is “the” one “of a 
Works. Overhead. sheet showing J 
the calculation tl able 
and fixed rates. 
or other unit: 


The rate of variable 


as for use m- costing the 


duct and the. rates. of. bok. 
variable and fixed overhead are 
a means of control by compa 
son from period: by period, 


WORKS S OVERHEAD—DEPARTNENT A 6 
_ Variable’ By 









ne. ng new neates 











pios ‘ability € 
given by Mr. on Roas, in the 


“new issue. of the Economic 









d ae ia: the 
p prevented any 
cin output until 
— a jump 








more oe to America 


~ and less favourable to 
Germany. | , 
Roughly speaking, output per 
head in Great Britain and 






many, is similar; but in the 
— per man is 
hig 


— up some ec 
e to obtain full employ- 





= o8 per cent. The same 
t brought the sales index 
eat Britain up to 127, 
ighest figure recorded 
December, 1940. The 
summer doubtless 
rt m stimulating 
g, along with the 


e influence of limitation 
-in stressing quality was shown 
Shy: the fact that the amount 

spent. per coupon was higher 





By CECIL CHISHOLM 


Scotland, oop 
England are still falling (— 26 ~ 















| al with E was changed 
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than in any month in the past > 
year except February. 
The improvement 
over March was remarkable at 
7.5 per cent, 
wear and piece goods, district 
movements were 
small in all areas. There was 
a general fall of 7.6 per cent in 
the South of England and a ` 
rise of 6.4 per cent in suburban 
London. 


OOD accounts for an in- 


creasing proportion of the th 


housewives’ spending. No less 

than 57 per cent of all sales in 

April. 
Restrictions 


aad lack of 


materials made-the. furnishing 


sales fall by an average of 


nearly 20 per cent, and hard-. ; 


ware sales by 15.2 per cent, and 
household piece goods by 19.1 
per cent. 
sales may still continue to rise 
in the London suburbs (+ 9 


per cent), — and West se 


End London sales have reached, 
their peak, along with those in. 
while South 


per cent). 


LEARLY, 

less of our 
entertainment than we do to- 
day. It is equally clear that the 
market for many luxuries will 
shrink, due to more even dis- 
tribution of purchasing power. 


But, assuming. full employ- . © no 
ment to be the post-war govern- FOP! 
ment’s first matter, the planners SFOPPINE -~ 
must remember that its attain- rom t 
ment will depend entirely on. (b 
our ability to get the largest 


possible production per man. 
and machine. In other words, 


in an efficiently organised in=  ~ giz 


dustry and agriculture, with 
emphasis on efficiency at the me A 
as well as the bottom, : 


UST what is the war cost- 
ing us? This question too, 

can at last be answered fairly 
accurately, thanks to Sir 


in sales of 
Outside women’s | ¢onsu 


It is clear that while Americ 


of 


we sh all spend -i es ` 
post-war. 4 
income on food, drink and 


MANAGEMENT 


g over 200 
‘is less simple. 
ut must 
no J.P.C, ever 


.. Instructions 
offices as to 
job. The fact 


representa- 
for manage- 
first steps, 
vthat this is 
— largest 
ughiy -organised 
h the tost com- 
representation, 

r readers are 
















get- works 


rds: may, or 


1€ Cases out 


‘there 
tedin methods ` 
i ae of 


- with 2 or 3 
a staff to oa. 


“nominations 
























the J.P. C 

He showed this plan of the 
works to every member at the 
first meeting of this Organising 
Committee. The workers’ 
representatives quickly assisted 
by showing how further refine- 
ments in the grouping of 
workers by trade or job, could 
be made. The plan of the 
was amended accord- 
ingly. 

The next problem was the 
selection of members to stand 
for election. 


Eligibility Determined by 


Length of Service 


The Works Manager felt 
that the time offices in each 
section were the most. useful 
centres, 


papers deposited there. In 


‘some. sections there were. only 


a few nominations, in others 
were ‘upwards 
dozen. | fy 

On. m nomination day, the 


to allow both day and night 


‘i shifts: to put in names. 


through without a hitch 





votes cast by the. 
were extremely interesting. | 


and had nemination . 


of a. 
. was usually the case. of th 


centres were open for 24 hours, the tail. 


BUSINESS for * 





result, the Tee was 
reduced. és 
After this, notice 
didates’ names was 
notice-boards and. : 
there for a week before the — 
election was held, — — 
The time ‘offices: were used 
for the ballot boxes, as with — : 
the nomination form — 
again, they were kept op 
24 hours so that al 
could participate. T : 
the careful procedure dt 
nomination, the election 























: Variations in-th mbe 
us shops ` 
_ Normally the largest. number 
of votes was. ca: z 
greatest number 
had appeared.. 
it was unus 
than a couple ` of can 
any section to poll an 
standing vote, “whe g 
As in municipal — if 







winner, the runner-up. a ad. 


„in this case- the is i — 


-The Chief Shop Steward was ea dering 


oe e apon] Returning Officer, - 
shop stewards and of 
He opened the 


boxes and counted the nom- 


inations. 
Nomination papers were then. 
sent to the Personnel Manager, 


who put against each name the 
time he had been employed at 


- the firm. 


The Secretary did the same 
for staff and clerical workers. 

As a result, a number of 
were 
proved to be invalid; for it had 


) been agreed that nominations | 


ia should be confined to those 


with two or more 
service with the firm. 


The list of nominations was E la 
then handed back to the Prin- 
: cipal Shop Steward, 


i s- him to certify those whom he 





d get organised 


and his colleagues accepted as 
workers, 


Tt is | indicatiy 
ache : 


years’ | 


As a 





ent Repr 
by Strong Team 


ake workers ——— by 


inated — Ge Wi 


naturally pi ude 


asking © * 


al ass ts, 
of high calibre, 


Jti is significant. that this has 


* JULY, 1943 














_ become a full-time job for the 





eter team, pe chamnian 
~. was able to say at the opening 
eeting that a responsible chief 
was present to deal 
ically ahy conceivable 
ject that. the workers’ re- 
aes presentatives might bring up. 
In other Words, the com- 



































s-at their own 
to the monthly 
: „P.C 





is obtained on 
think, partly 


are present, and 


pasena 


pr ted — circulated 






— pean | sub-cor : mittee 





e is 

. T, mised ——— for this. 
—* step is to get the 
National Service Officer 
e with the J.P.C. as to 
petent body for the 





| ward is asked to 
— the early 


— the FP PC “deal. pe more 


oe mier es matters $ to, be 


g and testing 


cular J. PC shows? 


. which 
ber of matters. 


f the fact that.. 


young execu- 
» spend much of- 

me chasing the resulting | 
>O “supply or adaptation. 
negotiating and explain- 
problems — 


es of every meet- ~ 


ut- up in ‘the E = 
it is — ss 
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vigorously with delinquents b: 


than any management. 


There is a special reason for 
_.. this. 
efficiently run, each. ebe 
after six months’ 


For where a J.P.C. | 


work on it, 


MANAGEMENT 


business and its problems. He at comn 


ceases to be burely the repre- 
sentative of a section or even 
of a shop. With an insight into 
managements’ problems, into 


the urgency of the general 


situation, he is able to take an 
informed view of the effect of 


continued absence on output. 


Finally, no worker cares to 
be ticked off by his own mates, 


however little he may trouble — 


about the 
criticism of him, 


management's 


i 


ship, be, as applic 
the management 3 
By our method 
able. to obtain th 


There is some difference of may £f 


opinion as to the aspects of 
_ production that should be dealt 

with by a J.P.C. Here is a list 
of subjects used by one J.P.C. h 
seems to me to be -proved 
admirable :— ·· | 


1. Processes. 
2. Shop: organisation. 


economies, 


3. Material Control and — aE 


4. Training of operators. wi 


their rectification. 


5. Analysis of rejects and- Struc 


6. Labour-saving innova- ideas 


tions. 


= This brings me to one weak- . 


7. Surveys of the slant): | _ sib ye 


ness of the M.O.L. and MOS. ~ Than 


— Morks Brains Trust. 


Can one imagine a brains 
trust doing first-rate work if it 


s had no expert guests? 7 
Readers may have noticed 


To my mind, they do a 


set-ups. 

oa allow for ‘sufficient 

- flexibility, putsi 
After all, a J.P.C. is a ) 


ss: that even in so highly P ere "a ca 
e ised a subject as canteen man- th 


ave agement, our very strong panel. 
pee of experts continually call in 
$ specialists. 


It is true that only one or 
reports mention — 


of one concern makes the point 
very convincing. 


Incidentally, he shows the 
importance of -putting some- 
brainwork into the agenda as 


at first presented ‘to manage- 
ment, 

If attention can be concen- 
trated on large problems, infi- 
nitely more can be done than 


this 
matter, but the general manager 









‘tions, good or ‘bad. 

r They. consider such as a re- 
flection of their own ability to 
manage and a criticism of 
their personal efficiency. 

The: reaction. ‘of workers to 
this attitude is one of disgust. 
At best they regard such a 
T-P-C. set up at their place of 
employment as’ a compromise 
of reaction with progress. At 

_ worst, they hold the subject in 
-mockery and a travésty of in- 
ustrial ; democracy. 

more favourable consid- 

je usefulness of the 
‘offered in considering 















senda. 
+ are | presenting 
en minutes of the 
a ee: 


Crean enon 
— are 





‘You. may wish ia ‘compare 
your. own. organisation with 
ne. Tt is possible that 

from | ‘their’. experiences you 
may ‘find room| for improve- 










opted for 
Questions 
id,” says the 


ager, “that the 
opting members 

















4» as 
yita the manage- 
ntati By our 
; re. ‘then able to 
s of. special- 
e regard to the 


Ace, f we were to 
rgely the question, 


lar section. of the shops, 
or. notice As given of- me 





i oi sugges- 


“some xtr: cts from the follow- 


London 


ctification in any par- 


vantage, 
or later every senior and junior 
executive, in- due course, 
attends the meetings and 
thereby has his or her interest 
stimulated. 

Facilities are also given to 
members of the staff to read 
meeting reports whenever they 
wish, 

Hf they have any construc- 
tive ideas they can give them 
to the secretary. If it is con- 
sidered advisable, such ideas 
are included in a future agenda 
and the person responsible is 
co-opted as a member for that 
meeting, 


Preliminary Discussion 
Saves Valuable Time 


Although the aanren of 
such specialists may be re- 
garded. as an unusual proce- 
dure, it should be noted that 
no contravention of the J.P.C. 
constitution arises, < 

On the other hand, it might 
be found thatthe: adoption of 


this practice: possibly. tends to- 
an intransegeance in. the exist- 


ence of LPC s: 


The attendant: danger BE — 
a scheme lies in the fleeting 
interést which such a delegate 


must perforce bring to bear 
upon his own peculiar subject. 


The risk is one involving loss 


of perspective and proportion. 
The underlying assumption is 


that, should a subject warrant _— 


the importance of a delegate at rience, 


one stage of discussion, his 
presence is, or should be, im- 
perative if ever the same 


subject arose for consideration 


at some subsequent meeting. 
The fallacy here might be 
difficult to discount. 
sentation of the specialists’ 
knowledge may possibly have 


been a prime factor at the first 


meeting. The difficulty, how- 
ever will be to convince the 
workers’ side that, this having 
been done, the subject is open 
for discussion on terms of 
equality of knowledge at later 
meetings. 


It can only ‘be from the 


‘standpoint of specialised know- 
ledge that the calling in of 


prior to the sittin 


progress 


- America Benefits by Our. 


— Pe ON 


_ production drive was. launcl 


l mittees. 


The pre- 


paiens. 
| advertising 









This method has another ad- -work 
inasmuch that sooner 


TPC. is fairly comr R 
procedure has been. carried one 
stage further-in one organisa- 
tion. Here, the manager tells < 
us, that they have found: it 
helpful for the secretary to | 
prepare a six months’ sum 
of the work done b 

Those dg 
adopted by the ma jagen 
are listed in the summary; ` 
gether with those suggestio 
not accepted and a brief rema 
on the technical or | othe: 
reasons for pajectian: a 

This enables the membi 
appreciate and realise. 
made through 
J.P.C, the necessity for keep- 
ing to urgent and vital q 
tions and the importance 
getting action on all- suggées 
tions, positive or otherwise. 






























And so, wih one Dr 
parative glance at th : 
isation behind America’s titanic | 
effort, Bustness concludes its ~ 
survey on the- work of the. 





When the United: s 


by Mr. Nelson in March, 1942, 
he urged labour mi nagements 
to form production drive nor ) 


In the light of British expe- * 
many of our earlier 
mistakes have been avoided. 


_Constitutionally, the set-up is _ 


similar to our own, E 
Our earlier laissez faire atti- 
tude, however,. a 
placed by Ameri 










develop 






ingly bold. Some committees Seat 
publish the names of chronic» 
offenders on shop bulletin. 
boards. Others go so far as to — 
send union investigators to the 
homes of the delinquents. | 





} ene on 
ique; this form 





nterest in how 

















1ation contained refer- 








d developed for future 
work, I obtained 
ion to report the 








experiences of 
many may be of value 





ilar problems, but with, 
) Senne: as to the correct 





“FLOW DIAGRAM 


À (PREPARATION OF PAYROLL 


WAGES OFFIGE ADD UP PAY-ROLL 
BY SECTIONS AND CROSS BALANCE 


P: WAGES OFFICE ‘ANALYSE COINAGE 


CTION TOTALS ENTERED IN SUMMARY BOOR 


“STAMPS ANALYSED 


COST OFFICE ROUTINES COMPLETED 


| CLOCK CARDS RETURNED YO WAGES OFFICE 
— BY COSTS OFFICE 


— — PAID OUT AGAINST SIGHED CLOCK CARD 





By ROBERT WILLIAMS 


unusual that I 
o enquire the =` 


ginal. a ‘and. as 
three useful charts 
efficient 


n the form of a 


ours, 
ne of their senior 


history 


aced, not necessarily . 


From the Experience — 







so ie ‘i tb 


a _ Large ne 


Concern 


ness of their methods of 
approach. Here is the state- 

c ment: me ` 
“Just recently we had 


occasion to doubt whether our- 
wages and cost system was | 
“standing up to. war-time con- OTE 
ditions; several cracks began to a 
appear on the surface.of what machi 
we had hitherto considered to disp 

be a reasonably suitable and i 
particularly — 
applicable to a large and —— 
established organisation such as. me 
which had very definite bei 
characteristics, arising from its. w 
its long service 
executive and operating staffs. 

“ As in the case of many: other. 


system, 


and 


concerns, our productive labour 
force had expanded many times 





= HADES GGL N WORKER 


DPERA TION 





Compote Hiksa time on Dtank Cardi 
Post ton Carwr 
Prepare uncompinied dot Garda 
Aeconcia Joe and Chak Cards 


Prangre Pay-ratt & iach Card Soceint 





Prepare Labour Some and ‘Reconcile 

i with Wiese 
Osstreute Ciocm Care feceipt 
Kaitsiate Boras Haury 


aſeurare Bonu Earnings 


Prepare Borsk Papes 


Prepare Gotot Latour Coats 


















































r ar EOST OFFIER : 







Fp OU. gion f E 

EGRET OR AL, ‘SADAMBATION Lok 

T fy: 

MW OPERATING CRRICIENGY | 
ND: OUTPUT. - 

i ———— — - 








deal with 









00 pie and often 
‘the tendency to 
y-product ’ 
| — of their in- 




















a to persuade 
our long and 
tion with a 
i has stood the 
umber of years 
Hispense with the 
a analytical 


; — sure that 
ew what was 
what. ia wrong 
put right. 





d 
flicting opinions 
ie. paved | to be — 







eit A too 


prob- 


arned us that we 

g for. a maelstrom. 
and- d 

‘bore little resemblance to the 


LARTER VÄL L RET WEEN 
cS WEEK-END ‘ane Fay FRAY : 
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PAYROLL AND coru CARD 


UNCOMPLETED #08 CARDS 


for at later conference we 
could agree only on one matter, 
and that was that the faults 
and remedies lay in the other 
fellow’s- department, 
“Eventually we did become 
more constructive and we ex- 
amined a dozen suggestions, 
Some were good, some were 
bad, some dealt with particular 
features of the system, others 
suggested radical ‘changes, We 


found it not a little difficult to * 


assess the workability of each 
suggestion, its relationship and 
effect on the system and organ- 
— as. acwhole, and the 


Our Methods Had Legged 
Behind- ‘Development 


“The Methods man described 


our efforts as ‘ inspirational and 


= hypothetical suggestion’ and 
reminded us of the proven 
superiority of nthetie 


l analysis and scientific diagnosis’ 
which we wrote off as being 


part of the mumbo jumbo of 
his job, 

“An outstanding feature of 
these conferences was the 
arguments we had on what was 
actually happening, Eventually 
we had to let him schedule all 
the operations by which our 
wages were prepared and paid 
and our labour charges costed. 

“A Flow Diagram, part of 
which is shown in Figure 1 
was produced. 

“As might be expected, we 
found that, although our 
‘system and organisation had 
remained basically and struc- 
turally the same for a number 


of years, we had collected a 


miscellany of detailed proce- 
ures and relationships which 





-bird’s-eye view of the w 


| influenced 












purrinarad sami | Pp 








original or to. effiGient practic 
“Somewhat chastened,. x‘ 
started to clean up the- im 
obvious defects. nes 
“We were a long way: 
being in a position to ob 





























system as regards operat 
efficiency. + 
“In this, the diagram did ni 
help us much: it was. diffieu 
to see the relationship 
various records: 
complicated rout: 
“We dog-earex 
with incessant: refer 
many pages, and althous 
thought processes of 
Methods man seemed: to "he r 
stimulated by the diagram, we 
failed to appreciate ‘the signi 
ficance of | 









































“Having | given: no t as 
Methods man to ithe — 


document the. fac 
dificult not to allov tö 
analyse the problem. l —— 
“He did this and — 
the diagram shown in Figure 2, 
the shaded spaces occupied in 
the diagram, with Suggested 
remedies were not oO | 
filled in at this. fi 
“The next. 
to concentrate 

















the other probl 
ob 








system emo 
sidered and an 


“This pea showed th 
major clerical operations: ar 
the movements of the. record 
between the various aa — 



















































nts; the. departments were ourselves that the original ant 
tified lours, .. — entries were necessary, — 
with some-. “This diagram immediate 
eko drew attention to the fact th 
yu- there were several. instance: 
ards “where records were virtual ig 
1a duplicates of otherrecords, for TẸ 
ts example, the unfinished job 
a cards were practically dupli- 
cates of the job cards, the 
bonus pay roll was a duplicate 
of the bonus section of the job. 
_ card and the clock card as 
receipt was a copy of the pay 
roll. 7 
“These were not new facts, 
| but the diagrams did help us 
be: programme, to get a clearer conception of ¢ 
of duplicated the extent of the movements 
again, the in- and the duplications, and by. j 
this occurred concentrating on each item in. or 
aphically as On turn we finally devised system 
| improvements which had re- 
types of entry mained hidden during the 
ade ‘by colours, inspirational processes. convert 
for a an 1 original’ entry, red “The system dealt with, we LPT 
plicated entry and green tackled in the same way, one mated 
eference to an eorr by one, the other problems able > 
de. shown on diagram 2 and agreed 
tabetical symbol was- certain courses of action which 
resent the type of formed the basis of a six. 
the entry was months plan, now: nearly 
achines, thus: A completed. | 
yan entry made by “We claim for these charts 
essing machine. The no great ingenuity or origin- 
jor problem was, of course; ality, but we have found them to 
TO eliminate as many red items be of great assistance in check- 
as possible after satisfying ing up on the other systems 
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DEnUETIONS 
WET WAGE 
oP RAMOUR cost OF BACH aoso 


COST OF EACH WORKS ORDER İf 


ORIGINAL ENTRY 


SUPLIGCATE KHTRY 


phic record showing the — at which duplication oft 
ook place, Here entries will be identified from the. * a 






u ar- Hime 


j- observation upon the immacu- 
Tate and neat appearance of 


E. all Grganisations. the sta- 
tionery problem becomes 
ts more acute as the: war goes on. 
: “he many. © ses to which 













\ | someone ina re- 

le positior 

i en it may ‘þe found that 

3 economies ‘can be effected. 

_ In this connection one of the 
‘most. interesting savings effected 
in the use of paper, not only 
will have the effect of reducing 
the amount of “paper used for 
copy: letter purposes, but also 
in. the: Jong run will simplify 
the Sorrespondence filing 












correspondence is 
8 promptly as 
i -allow 


i ce ee Ta can 
take othe “carbon copy of the 
i replies, — 

Athe typists in the organ- 
jsation have been informed 
that- abe they are replying 
L luse s tie back of the 













a “the 
gnature of the 
she is. replying, 
ae to refer to 


. well as a vital 


Sa ‘the. ae 
of an important organ- 
toni the other day. 

ok is statement followed my 







This innovation is ensuring» 


this desk. 

Absent were the usual 
clutter of trays and supposedly 
impressive impedimenta asso- 
ciated with high executives, 

Only a tidy blotter and my 
last letter to him lay before 
him. Behind him, neatly 
stacked in clamp racks were a 
series of trays labelled accord- 
ing to department and bearing 
the name of the departmental 
executive, 

“I find,” he said, “that the 
only way I can keep everything 
pressed forward and up-to-date 
is the ‘in plain sight principle.’ 

“If I put my papers or 
documents into a filing cabinet 
or drawer, I'm apt to overlook 
something, 

“ Everything in those trays 
there is due for current consul- 
tation, and whenever one of the 
departmental managers whose 
name is on one of the trays 
comes in to see me, I place his 
tray before us. It is impossible 
for ts to miss anything this 
way. 

“My system is simple and it 
works well. The key to its 
efficacy is that everything is in 
plain sight. 

“The order sequence of the 
trays doesn’t matter in 
least—a man walks into 
office; I reach round for his 
tray and we immediately get 
together to discuss its contents.” 

You will, however, note that 
the four baskets closest to hand 
in this stack 


are separate 
labelled ; 

The top basket “ In.” 

The second one “ For 


Attention.” 
The third one “ For Dicta- 
tion.” 
The fourth one “ Out.” 
Any documents or papers 
that must come to my attention 
are not put on my desk, but in 
the top “In” basket, into 


which I look at odd moments 


Units 








Total hours of Indirect Labour 
x X hours of cach employee 


accorda ON 
thie ac nce 


my : 
allotting one point to equal in 





rat Ag ti 
“the a Out — basket 


Paying Your — 
Labour A Formula 


TE problem of assessing 
the monetary value of ; 
indirect labour is*’ohe. 4 
since the beginning o th 
has given rise to a con 
amount of discussion, = 

The allocation. of bonu 
compatible in their relationship 
with the workers’ productive 
capacity has presented industr 
with a major diffculty.. 

A well-known aircraft mai 1 
facturing concern have. 
proached the subject from, 
standpoint of output, — 
various types of prodeets ares: 
assessed on a points value 
related to a standard unit, 

At the end of each complete 
pay week, the output of every | 
section is shown. in: equivalent 2 
units. This figure 
the accumulated. 
hours worked. 
workers such. 
chasers, — s and: 
tory labourers, together w 
other classes which may be 
deemed eligible to participate”. 
in the production „ponus — 
pavments, — 

The amount so. obtained is J 
then paid to those ¢ es 

































worked by- each e e 
basic constant is asses: 


monetary value rd, per hour. 
By this method all indirect 
productive labour can be eşti- a 
mated in terms of- produi 
bonuses, Further,” 
the position of emp 
gaged in the class 
and eliminate 
of protracted 
cussion, whe 
accepted; 
It has g 
that the- 
accruing. as suit 
adoption | hav | given. all-round = 
satisfaction. | 
Algebraically the bona. is: 
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Executives’ 


MANAGEMENT 


BRAINS TRUST 


No feature has ever been so 
urgently demanded by readers as 
this new Brains Trust, which opens 


with this issue. 


This report covers the first 
meeting which was held in London 


recently. 


Three urgent subjects were 


taken up with them. 


Readers have sent some extremely absorbing questions 
for the next issue. They are being dealt with in detail at 
the next meeting of the Brains Trust. If you have a serious 
problem of management or administration which worries 
you, send it in to the Question Master, Business Publications 
Ltd., Tallis Street, E.C.4. 


HE first meeting of the 

Executives’ Brains Trust 

held in London, provoked lively 
discussion, 

At the outset it was decided 
that it would be better to deal 
with four or five questions at 
each meeting, as quickly and 
concisely as possible. Where 
additional data was required, 
this can be supplied as an 
addendum to the report on the 
actual meeting of the Brains 


Trust. 


Whilst it was felt that at 
some later date it may 
necessary to vary the range of 
questions, the members ex- 
pressed themselves as willing 
to meet any and every question 
on the administration side of 
management, For the present: 


1 The manager of a small 
concern submitted his 
absentee figures and asked for 
similar data from other concerns, 


A Guest Member: “In the 
case of factory work, absence 
and lateness figures, can be 
invaluable for setting stand- 
ards, but in the case of office 
staff, my experience is that 
they are almost valueless. 

If clerks are absent without 
genuine cause, if lateness is 
rife, then the management is at 


fault. A high figure of absence 
and lateness merely spells poor 
management, 

I therefore deprecate either 
the collection or publication of 
absence and lateness figures for 
office staffs. 

What each executive needs 
to do is to make the work of 
his staff so interesting, the con- 
ditions so good, the leadership 
so vital, that absence and late- 
ness are practised only by the 
few slack people inevitable in 
every group.” 


Mr, Macken: “I must dis- 
agree with that viewpoint com- 
pletely. A great deal of office 
work is necessarily routine, and 
dull routine at that, 


Moreover, the office worker 
does not have his wages re- 
lated to his effort. He is paid 
the same money whether he 
works or slacks, whether he 
comes late or early, whether he 
is interested in his work or not, 
in most cases, 


I admit that new methods of 
grading and payment may be 
necessary to secure better and 
more punctual attendance in 
war-time...” 


Question Master: “We are 





coming to that in the next 
question, Mr, Macken.” 

Mr. Macken: “In a big office 
such as an insurance office, it is 
worth while to keep careful 
records of attendance. Clerks 
continually absent or late 
should be interviewed by their 
chiefs. There may be a cause 
related to their work which 
can be remedied, 

In some instances, penalties 
such as deduction of bonuses 
are applied, Human nature 
being human nature, I do not 
believe that the best manage- 
ment in the world will get a 
high percentage of either at- 
tendance or promptitude with- 
out using a certain kind of 
method in waging, tme- 
keeping and on discipline in 
dealing with laggards.” 


QM.: “Would you, then 
favour time-clocks for office 
workers, as some firms do?’ 


Mr. McManners: “As we 
do ourselves, not only for the 
office, but for every job. | 
punch the time-clock myself 
several times every day. 

Just in the same way as | 
use the workers’ canteen and 
stand in a queue there for my 
meal. This sort of thing im- 





an ‘7 ; taco s scheme which would 
| ” Mr. J— pn One of 


ae best schemes run in the 






: ember T _ “ But if 
the right spirit has been 
achieved in the business, is all 
this regimentation necessary?” 
I maintain that good man- 
agement can breed an enthu- 

- siasm and an interest in the 
_ job and ‘the firm that will 
make ‘time-clocks for ofice 











, canteens” unnecessary.” 


cManners : : “Actually 
jë middle road in this 
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gain I ave found 











l air than he has 
. it was only 


yest ‘T gave him a 
Fath ile job to do for 
— and, I think 
Mi S e tapont the 
hum: r. Does not the 


an: factor cut both ways? 
In other words, aren't we all 
-~?. Does not punching the 

card make me more 
the morning, just 



















tas much as he 


'eeling of the 
-office absentee 
The 
“ainet them and 
-and lateness as 
r: management. 
ken voces the 


Foutine — 
ae holds that 





rè and completely com- 


on, I am sure you are, 
u. say that the. 
“absence records for 


way- to make a 


‘office boy? Dort 


one information 


country, I understand, is that 
of the Midland Electric Manu- 
facturing Co. Ltd., of Birming- 
ham.” 

QM.: “Mr. A. Wynne, the 
joint managing director of the 
concern was good enough to 
send Business a copy of the 
terms of this scheme which has 
worked out most satisfactorily. 
Here are its conditions :— 

(1) The scale of the weekly 

allowance is: for the first 

child, 3s.; for the second 
child, 2s.; for the third child 
and subsequent children, Is. 
per child. 
(2) The allowances 
paid only for children who 
are under 14 years of age (or 
under 16 years of age if still 
at school) ani who are de- 
pendent on and wholly main- 
tained by the applicant for 
the allowances. 
(3) The allowances are 
paid. only while the applicant 
remains in the service of the 


— company. 


(4) The allowances are not 
considered in the calculation 
of the applicant's. bonus or 
overtime payment. 

(3) In the event of the 
applicant’s absence from 
work for any reason, pay- 
ment of the allowances i is not 


made if the absence exceeds. oe 
‘methods in dealing with- soo 


a. total of three days in the 
week (counting Saturday as 
a whole day). 

(6) All employees on check 
number are allowed to par- 
ticipate in th: scheme, but 
for staff employees it is 
limited to those whose total 
remuneration “is less than 
£300 per annum, 

(7) Where payment of the 


allowance is being made, any 


change in family circum- 
stances (for example, the 
birth or death of a child or 
a child's leaving school) must 
be notified immediately to the 
personnel department. 
(8) Each applicant for the 
allowances is required to 
complete an application form 
and to suppl. any additional 
necessary to 


are 


clever conscientious boy ` 
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wee and: are obtainable from 
the applicant's foreman. Of. 
charge-hand, > ee 

Go) Allowances. are. ‘wot : 
ally paid out at the personnel | = 
department each ee 
Thursday evening. | Bae 

(11) The ee hope to 









duration ae pee “war, the 
reserve the right to di 
tinue or amend. the 


reserve ‘the right: to 
whom the allowanc 


where, in their opi 
action is: justified,” 











more attractive?” 

Q.M.: “ Obvict 
question for a- speci 
turns out that no. mem 
the Brains Trust is running à 
grading scheme. for office 
workers, I will therefore. a 
upon an executive of on 
the largest concerns- 46" deal 
with the matter, . .. = 

I am afraid he must. remain’ 
anonymous as he must disclose 
intimate facts about the firir 





complicated a subject.” 

Guest Member (2): “Some | 
ten years ago we found our- - 
selves facing the problem put 
by your enquirer to the Brains 


Much of the w 
factories was p 










salary with occa 
and that. was. all 
look forward to. 
I have always” felt 
strongly that in office. work t 
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girl) was apt to fecl that t 
least energetic people we 
getting just as much as thes 
for a smaller output. | | 


HLL EIES 


But let me — that. the 
institution of a grading scheme 
4 ite a big job, ‘especially in 

business, l 

ie. first instance, all the 
ce portant jobs in the _ office 
must, be graded. 

Me had a committee sitting 
on this subject of grading for 
a very long time, All sorts of 
“decisions have to be made on 
z and: energy required 
f the — 


































has es be — 


For 


invoices Wok tun to 

another may do 

, ces“ averaging 25 lines, 
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Further, the detail in the 





, complicated than 
wiee versa, 

rical staff- doing 
; we drew up a 
ies: based on this 
We also 


* — can be based 
output. For in- 
night decide to pay 


a week, based 


aia 25 per cent 
her colleagues 


“case may be more diffi- 


clerks at the 


t case is. that. 





“Royal Insurance Co Ted. — 


thing but a routine job, in my 
view it is not fair to bar her 
from earning a good wage. 
This extra salary in the 
special class isa great incentive 
to such a girl, It makes her 
proud of her skill, however 


“routine the task, and it means 


that she doesn’t want to move. 

We pay for all routine work 
such as posting ledgers, day 
books or copy typing, on output. 


Let me add that salaries 


based on grading are inde- 


pendent of war bonus. 

With the serious increase in 
the cost of living, I regard an 
efficiently calculated war bonus 
as an extremely important 
factor in wage payment. 






own — man` 
for; mi eo. sh i 


how many he 


she free?” The 

if any girl is not | 
time both her chie 
are closely que 





have little 

respect, | 
We pay the you 

to £4 10s. 

retaries £4 

week. OF € 


on the Ministry of Labour Cost 
of Living Index; that has long 


since ceased to be an index GE ae 


the cost of living. | 

Asa result of a very careful 
calculation, we are paying the 
following bonuses to ail of our 
clerical, travelling and manage- 
ment staff, who are receiving 





operating 
Hace our, 


salaries of under £1,500 a year. lik K TE 


It is, of course, a voluntary’ A $ * din 
gesture and may not be ree a` 


garded as part of the em- 








stallation oi 

_ To-day every 
executive rece 
points on hi 
staff under 4 


ployees’ salaries, nor does it 
count as his pension :— 
Paid 
Salaries. Weekly. 
: per week. 
Up to and including 50s. 
per week, or as 130 per 
annum Ii Oo 
Over 508. per week, or 
£130 per annum, up 
to and including 70s. 
per week, or ante Pe 
annum 13 9 
‘Over 70s. per week, or 
£182 per annum, up 
to and including 140s. 
per week, or £364 per Aa 
annum , 16 6 ihe o 
Over £364 per annum, 
up to and including a 
£1,000 per annum... 18 4 |. 
All secretaries, es ee ae 
typists and typists are pooled. { 
But we do not operate the ti 
pool system -> 


drastically, as efficie 
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INDUSTRIAL MANAGEMENT AND EQUIPMENT 
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These 15-cwt. electric trolleys 


— 








have 





Pe 


a two-day running range, They shuttle-service 


raw materials to operators and transport product to finished stores 


This Firm Has Co-Ordinated its 


Internal Trucking and Conveying 


Five Systems Work as One 


By H. W. KING 


An Executive of Eburite Corrugated Containers Ltd. 


ere problem occupying the 

minds of every manufac- 
turer in Britain to-day is Pro- 
duction, 

That word is dominant in 
council conferences, It appears 
on countless documents, it 
heads the graphs and charts in 
<ontrol rooms, progress offices 
and workshops. It is the focal 
point of all attention, employers 
and employees. 

Simply put, production means 
raw material, manufacture, and 
delivery. Stated specifically it is 
the movement of material plus 
manufacturing operations, 

Time is generously devoted 
to consideration of the latter. 
The latest plant is used to 
speed output. But the cleverest 
planning control must be exer- 
«ised to increase the flow of 
units from machine to machine. 

Often it is discovered that it 


is in just this inter-machine and 
inter-departmental flow that 
the pace of production is re- 
tarded. 

Manhandling bulk loads from 
shop to shop, is not only tedious 
and time wasting. To-day when 
so many women are filling the 
industrial ranks it is a sheer 
impossibility. 

To employ a few men for 
such heavy moving as crops 
up in the course of the day is 
waste of man-power. Their job 
is in no sense directly pro- 
ductive, 


Mechanisation Speeds 
Movement of Materials 


Pre - mechanised internal 
transport should be a thing of 
the past. No aspect of produc- 
tion is of more importance than 


the efficient system of mechan- 
ised movement of goods. 


For some time now the 
editors of Bustness have been 
urging the prior claims of 
internal transport, To us, its 
importance has been self- 
evident. 


Our survey has led us to the 
examination of internal con- 
veying systems. This does not 
take us tar enough. 

In all industries, although 
materials used continually vary, 
the procedure is generally the 
same, 

Raw material is delivered to 
works, It is then stored in raw 
material stores. On call it is 
issued for manufacturing pro- 
cess. In operation stages, it 
moves from one department to 
another, and ultimately it is 
transported for inspection and 
dispatch, 
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: Colt technical expert: * and give advice on site. W 
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The Jacking Truck is free immediately it deposits the 
skip or rack, A convenient inter-operation trolley 


To cover these operations 
logically, the type of goods has 
to be carefully considered. The 
forms of transport used must 
be flexible, manceuvrable and 
adaptable. Above all else, static 
conveyors, chain, rollers, etc., 
must dovetail into the opera- 
tional functions of the mobile 
units and vice versa, 

The system as used by an 
important London firm manu- 
facturing box containers pro- 
vides the ideal internal trans- 
port installation. Here, five 
different transport systems work 
as one, To-day this firm is 
handling 500 per cent increased 


output with the speed and 
smoothness of pre-war days. 
The complete installation 


comprises two large 4-ton port- 
able petrol electric cranes, four 
2-ton electric battery driven 
trolleys, a single 1-ton portable 
petrol electric crane, a fleet of 
sixteen 15 cwt. electric battery 
driven trolleys, and finally a 
roller conveyor system for the 
final loading from the dispatch 
loading banks. 


Girls are Adept After 
One Week's Tuition 


As the bulk raw material 
arrives, whether by road or 
rail, the large portable crane is 


driven into position and the load 
is transferred to one of the 
waiting 2-ton power trolleys. 
Both these units are operated 
by men, as is also the smaller 
I-ton crane which remains in 
the raw material stores. 


When the trolleys run into 
the stores this crane picks up 
the load and raises it to position 
on the storage racks, 

The same type 
trolley also services 
machines, carrying to the 
operators the materials from 
raw goods stores to the first 
stage of production. 


From this point onwards the 


of power 
the 


manufacturing process have 
broken up the bulk into un- 
finished material components. 


These are transferred from one 
operation to another by means 
of the 15-cwt. trucks, all driven 
by girls, 

Only a few days training is 
necessary to make the majority 
of the girls adept in handling 
the trucks. The bundles of 
materials are loaded and un- 
loaded by the girl driver, 
assisted by one of the opera- 
tives forwarding or receiving 
the material. 


Where heavy goods have to 
be loaded, men are put on to 
the work. But in days of acute 
man-power shortage it is worth 


BUSINESS Jors 


mentioning that this contin- 
gency only rarely arises. 

When manufacture is com- 
pleted one of three demands 
may be made on the trucking 
system. These depend upon the 
particular circumstances re- 
garding the finished order, 

Delivery may be urgently 
awaited, The goods may be 
booked for transit by road or 
rail. If by the former, the girl 
trucks the finished goods di- 
rectly to the road dispatch 
bank, where conveyors expedite 
the transfer from platform to 
van or lorry. 

If by rail, after — to 
rail bank, roller conveyors feed 
into the van or truck as it lies 
in the dispatch shed. 

In ordinary circumstances, 
however, the goods are trans- 
ported by the 15-cwt, trucks to 
finished goods stores, where the 
driver receives instructions as 
to which bay and rack she 
should deliyer it, 


Careful Loading Reduces 


Maintenance Troubles 


All the trucks are battery 
driven. Recharging of the 
batteries of the whole fleet is 
in the hands of the maintenance 
engineer, as also is the general 
upkeep and tyre replacement 
work. 

One or two trucks are kept at 
the maintenance station either 
on charge or ready for use. 
This ensures spare trucks in 
the event of breakdown. 

Battery capacity, after thir- 
teen hours slow charge gives 
the vehicles a full two days 
working range and the 5 panels 
in the charging station can 
accommodate 14 trucks at one 
charging. 

An important battery main- 
tenance feature is that although 
battery storage space is under 
the floor of the truck, by re- 
moving one plate the series “of 
accumulators is at once acceéss- 
ible and charging can be carried 
out without removing the bat- 
teries from the truck, 

The life of the rubber tyres 
depends not only on the con- 
dition of the floors but upon 
the care and skill of the drivers. 

The girls are instructed to 
drive carefully, avoid harsh 
braking, and off centre loading. 
These factors being observed, 
general maintenance is reduced 
to a minimum, 
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Many businesses, like the PHOENIX, 
which is credited with having risen from 
` the ashes, will arise again on the cessation 
of hostilities, housed in modern buildings, 
furnished with modern “Art Metal” 
steel office furniture and equipment. 


The surroundings and methods of 
yester-years will not meet the require- 
ments of the years to come. 


Post-War organisations will require to 
be 100 per cent efficient; their staff will 





Art Natal 


expect happy surroundings, airy, cheerful 
working conditions, 

All Art Metal desks, files and cupboards 
are designed to save time, space and 
effort; they are a contributory to effi- 
ciency; they have no dust-catching spots ; 
they look good and are good 

Although orders cannot be fulfilled 
during the present emergency, we are 
compiling a record of business men’s future 
requirements. 





CONSTRUCTION COMPANY 


Offices and Factory: 


199-203 Buckingham Palace Road, 5.W.1 


TELEPHONE: SLOANE.5201 (6 Lines) 
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R some time doctors have 

been discussing the advan- 
tages of a pre-medical examin- 
ation for all new entrants to in- 
dustry. Of course, there has 
always been legal obligation 
upon the part of an —— to 
see that new juvenile employees 
were examined by the factory 
doctor. 

To-day with the influx of en- 
tirely new elements to the fac- 
tories and workshops of the 
country, there has been a great 
deal of misplacement of ~per- 
sonnel. Physical disabilities, 
unnoticeable to the inexpert eye, 
are often ignored in placing 
applicants in jobs which, 
shortly after engagement, prove 
beyond their «capacity. 

any doctors advocate a pre- 
medical industrial examination 
of all new personnel, with a 
view to reducing these errors 
of lay-judgment. 

Often the experienced pro- 
fessional eye can diagnose; at a 
glance, many internal organic 
complaints. For instance, the 
trained observer notes imme- 
diately whether or not a pros- 
pective employee is suffering 
from gastric trouble. The 
symptoms of the complaint are 
evident in the state of the skin, 
the colour of the eyes and 
often in the general demeanour 
of the subject. 


GAIN, workers may often 

be put to employment in 
departments in which the atmo- 
sphere will be detrimental to 
their health, Obviously, the 
condition of any worker suffer- 
ing from pulmonary diseases is 
aggravated if they are set to 
tasks in an atmosphere loaded 
with a high dust content—this 
despite all precautions which 


E Pre-Medical Reduces 


Engagement Errors 


An Industrial Doctor Gives Reasons 


may be taken in the way of air 
conditioning or plant installed 
for the removal of suspended 
dust particles in the air. 

Here again the industrial 
doctor, had he been consulted 
before the worker was allocated 
to the department, would have 
given the personnel manager 
guidance as to the most suit- 
able occupation for such a type 
of applicant. 

Speaking of the demands on 
time that such examinations 
might make on doctors, workers 
and staffing departments, our 
doctor informed us that such 
examinations could be con- 
ducted quite expeditiously and 
without upsetting the ordinary 
procedure of engagement to 
any great extent, 

By way of explanation he 
stated that employees are 
usually engaged in very small 
numbers day by day and where 
there is a resident factory 
doctor it takes only a few 
minutes of conversation with 
the new worker, to know what 
his medical history is. 


HILST this interview is 

in progress, the doctor is 
making his observations and 
diagnosis on the general health 
of the individual. If for any 
reason he has cause to suspect 
diseases of a grave nature, he 
can conduct a more thorough 
investigation at a later stage, 
and in the meantime he exam- 
ines the remainder of the day’s 
applicants, 

He tells us that prior to the 
workers coming to his office for 
examination they have been 
given a conditional engagement 
form. This he marks with a 
code letter after he has made 
his examination. The personnel 
manager thus knows the depart- 
ment or section of the factory, 
which, in the doctor’s opinion, 
is most suited to the applicant's 
state of health or physical 
condition. 

He is strongly convinced that 


the factory to which he is 
attached, has by means of*a 
preliminary medical examina- 
tion of all employees, certainly 
reduced absenteeism consider- 
ably, particularly in cases where 
chronic conditions are worsened 
by the type of work or even by 
the lay-out of the department. 
He also states that it stops 
the argument of many confirmed 
absentees which begins “I feel 
ill every time I come into the 
department,” 
here is often quite an 
amount of truth in this state- 
ment, because such workers 
should never have been engaged 
for work beyond their physical 
capability. 


Lines epidemics of 
colds are not so wide- 
spread now as in winter or 
early spring, once an organisa- 
tion is infected even by one of 
its staff, colds and mild ‘flu 
spread like wildfire, even in 
summer, 

An electrical engineering firm 
with an office staff of about 
250 employees, have suffered 
severely with each succeed- 
ing summer. As summer 
approached, there were strag- 
glers who had remained immune 
during the severer periods of 
infection but who were now 
themselves becoming vehicles 
of the influenza germ. 

Absence over the whole work- 
ing year amounted to as high 
as 50 per cent for an average 
figure, and in the winter-spri 
period reached a peak at 
per cent absent staff due to 
colds. 

So serious did the position 
become last year, that the 
Managing Director asked the 
whole staff for suggestions as 
to the best way of combatting 
this menace, Someone more 
observant than the rest men- 
tioned that colds were most 
prevalent among those members 
of the staff continually using 
the telephone. 
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This “All-Purpose” Payroll is simple and enables ONE junior girl to : 
do ALL auxillary Payroll postings for a payroll of 3,000 men in a ew 
hours, without possibility of error 
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nger: There are ‘many wo 


and infra-red treatment, 
nurses who have never seen a 
mercury vapour lamp are called 
in to give sunlight.” 

The infra-red lamp is gradu- 
ally replacing the old liniment 


treatment for strained muscles 


and ligaments. In this connec- 
tion it is strongly advocated 
that the non-luminous genera- 
tors, as distinct from the 
radiant heat lamps, should be 
used, 
WENTY minutes’ treat- 
ment immediately after 
the injury is sustained is fol- 
lowed by repeated application 
for two or three days. During 


this time the employee is trans- 


ferred to work of a lighter 
nature. 

So much stress is laid upon 
the efficacy of the sun-ray, 
ultra-violet and infra-red irra- 
diation that it is evident that 
qualified opinion is unanimous 


that such installations are a 
pre-requisite of all welfare 
departments. 


HE science of air disinfec- 
k tion grows apace... The 
latest development now made 


available by a system which is 


the outcome of six years’ re- 

search and laboratory work by 

a team of chemists, physicists 

and bacteriologists under medi- 
cal direction, 

Already the system is being 
installed by certain aircraft fac- 
tories, R.O.F.s and other im- 
portant war production plants. 

Each installation which nor- 
mally takes three months to 
complete, has its own problems 
and they have to be solved 
scientifically. 

Contamination of the air by 
an individual infected with 
streptococcal sore - throat, 
diphtheria, influenza, the com- 
mon cold, etc, is continuous 
during the period ofsthe indivi- 
dual’s infection. In order to 
prevent such an individual 
cross-infecting other workers it 


1s essential that the decontamin- _ 


ation of the air should also be 
continuous, 


iim pa 
* From an article in the ‘ British 
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T was obvious, too, tha 
high lethal effectivenes 
bacteria is not the sole criterion 
by which selection of. bact 
cide is made. E 
The most important: ac 
in fact, lack of toxicity to man. 
On these lines, then, research 
went on until an aerosol was 
found capable of being contin — 
ously fed to the air 







thousand milion- 
capable of killing w 
minutes 95 per cent of the — 
organisms contained in normal — 
saliva in suspension in the air. a 

This system. of air disinfee- ⸗· 
tion uses small and compara- 
tively inexpensive conic ; 
plates which are easily. installed _ 
whether there is a— ventilating mes 
system or not, — 

No structural alterations: ar 
required, only the provision of 
electric points. The bactericide 
is supplied in pots of solid con- 
centrate sufficient to last for 
168 hours of continuous . 
disinfection. | 
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< This wonderful little Plus Adding Machine will enable you to get through 


rm 


increased work like a knife cuts through butter! Ring us up — and let us 
send you down one of our instructresses. She'll be happy to show you, on 
your own work, just how simple this machine is to work — and what a blessing 


it will prove to your depleted staff. 


THE BRITISH RAPID ADDING MACHINE 
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Experts Can Solve Your 


Ventilation Problem 


As they did in this North of England 
i Forge 


By W. E. NOVIS 


NE of the major problems 
in connection with in- 


dustry, and one which is 
particularly aggravated by 
war-time conditions, is that 


of ventilation. This can be 
fully appreciated ii we stop 
to realise the conditions which 
have resulted in the field of 
heavy industry, where, in 
peace-time, various processes 
were carried out im buildings 
which were little more than 
high roofs to keep off the 
actual rainfall, but which had 
relatively open sides, bringing 
the vital natural fresh air to 
the operatives working around 
the furnaces and other plant 
amid the heat, smoke and 
fumes, which are natural in 
such operations. 

With the two conflicting re- 
quirements of modern war, i.e., 
24-hour working day, coupled 
with complete black-out condi- 
tions, the whole of this incom- 
ing air has been suddenly cut 
off. Many are the ways in 
which this problem has been 
attacked ~ throughout the 
country, with varying measures 
of success. 

Efforts to overcome the diffi- 
culty have in their turn under- 
lined the fact that industry as 
a whole has not taken advan- 
tage to the full of the expert 
knowledge and experience 
which is available at all times, 
(and we say this pointedly) at 
all times, to deal with the 
problem. 


All will appreciate that the 


lack of ventilation is not felt 


to the same degree during cold 
weather, or during the winter 
months, as it is during the heat 
of the summer, but anyone who 
has made a study of even the 
fringe of the questions relating 
to air conditions is very well 
aware of the harmful effects of 
vitiated and de-vitalised air, 
which can be present even on 
the coldest day of winter, 


Every Factory Has 
Own Problems 


Its 


The question of time, which 
can be devoted to each indi- 
vidual problem must neces- 
sarily be limited with so great 
a sudden demand upon depleted 
stafis, and one is apt to forget 
that ventilation equipment also 
has to be made, ¿nd therefore 
there may be some delay in 
production in these difficult 
days, just as delays occur even 
with the most vitally needed 
armament of war. 

Happily, there are exceptions 
to this rule, where a progres- 
sive policy is maintained by the 
management and by the closest 
co-operation between manage- 
ment, foremen and others con- 


nected with the works, to- 
gether with the ventilation 
experts, 


y Various difficulties are anti- 
cipated, the most careful exam- 
ination can be made, and econo- 


mical propositions, both in cost , 


and in labour and materials, 
are decided upon and thus 
completed in the best possible 
manner, 


We would, in particular, in- 
stance the manner in which this 
has been dealt with at a North 
of England forge, . 


This North Country concern, 
one of the largest and oldest 
in this country, is interesting 
from many angles, This organ- 
isation has been owned and 
managed for generations, by 
one family, and throughout its 
continuous expansion, the 
problems of personal welfare 
have always been closely- 
studied. 

With the imposition of war- 
time requirements, the same 
careful thought was given to 
the question of ventilation as is 
given to the work of producing 
the machines of war within the 
plant. 

A method of dealing with the 
question of black-out ventila- 
tion was brought t. the notice 
of the managing director, who 
decided to test out the prin- 
ciple privately. The results 
were so convincing that he 
decided a policy of ventilation 
under these difficult conditions 
by natural means was an econo- 
mical solution. 


Such a system eliminated the 
question of mechanical defects 
or power supply failure, and 
the question of maintenance. 

The buildings were surveyed 
by experts of a firm engaged in 
the field of natural ventilation. 
Carefully planned schemes 
were carried out first in one 
section, and then in others, in a 
constantly progressive manner. 


Wherever mechanical equip- 
ment was already installed an 
available, this was made u 
of in the general scheme, 
The closest collaboration was 
maintained with the mainten- 
ance engineers, the foreman 
and shop stewards of each 
department. 

Complaints were analysed 
and psychological aspects, in- 
cluding avoidance of draughts 
and the maintenance of maxi- 
mum daylight, were taken into 
consideration. Ventilation areas 
were introduced, based on the 
tests and calculations and in 
relation to the layout of the 
plant, 


In the main stamp shop 
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SEE those wings? They are not uncon- 
nected with a certain sergeant pilot in North 
Africa. He's doing well. Yes, and so is she! 
So much depends these days upon the girl 
behind the office machine, especially if she is 
in charge of equipment of the “B and A” 
Simplex Production Control System. To be an 
important link in the operation of a system 
now acknowledged as absolutely necessary to 
the smooth running of essential production, 
is an honour and a responsibility. 

To ensure that every part of the equipment is 
used and maintained with intelligent care helps 
to conserve materials needed by the fighting 
forces. It is a real and a worth-while service 
to the country. So, keep it up, Miss Jones, 
you're doing a fine job of work. 








Here are some of the things 
Miss Jones is doing to main- 
tain “B and A" Simplex 
equipment at full efficiency 
in war-time :— ⸗ 
Taking care to prepare a really 
good master copy. 

Keeping the machine and 
accessories clean and tidy. 
Checking the pad surfaces 
regularly to ensure perfect 
reproduction. 

jotting down points to take up 
with the “B and A” Mainten- 
ance Man when he calls, so that 
he has the full story quickly. 
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VICTOR ADDING MACHINES 


BLOCK & ANDERSON LIMITED, 
Old Mill House, Trumpington Rd., 
Cambridge. 
Telephones: Trumpington 305 (S lines) 
Branches at: 


BIRMINGHAM 





PIONEERS OF MECHANISED PRODUCTION CONTROL 





INDUSTRIAL MANAGEMENT AND 


building, a tremendous enclo- 
sure with its steel frame 
carrying its wide span roof, 
and housing the mighty stamps, 
constantly forging great white- 
hot masses of steel into the 
forms required by the necessi- 
ties of this modern age, ex- 
haustive tests were completed, 
measuring the convectionary 
currents, often with velocities 
in excess of 500 lineal feet per 
minute, 

The courses of these currents 
were traced, and it was ascer- 
tained that, providing the 
adequate ventilation areas were 
given in the roof, and sufficient 
and accurately positioned inlet 
- areas in the walls, satisfactory 
conditions would be assured, 

These plans were carried out, 
the extraction areas being 
located at certain points, and 
stretching over necessary dis- 
tances, in order to secure 
clearance of specific air move- 
ment, while inlet areas were 
positioned so that the move- 
ment would be assisted so that 
the incoming fresh air would 
be brought to the operatives at 
such a speed and in such con- 
ditions that no chilling should 
occur, 


Temperature Controlled 
by Inlet Location 


The effect was a permanent 
air stream reaching well to the 
centre of this building, with no 
complaint of any description, 
the source of intake being at 
such suitable distances from 
the men working near the 
stamps and boilers, so that they 
greatly appreciated the steady 
cooling effects, the benefits of 
which are so strongly stressed 
in Government reports on 
similar works, 

The speed through the inlets 
ranges between 275 to 300 feet 
per minute, and light obscura- 
tion is satisfactorily secured. 
Thus the night ventilation be- 
came better than the old day- 
time conditions, and day con- 
ditions were equally improved. 

The success of this installa- 
tion caused decisions to be 
taken on further extensions, 
until the whole range was com- 
pletely dealt with. 

In one section, devoted to 
the cooling of large stampings, 
the construction of a dwarf 
wall with ventilators 5ft. 3ins. 
high above it, and to the eaves 
of the lean-to roof which 
covered the section, adequately 


* * 


Complete black-out secured, 
yet ventilation remains 
unimpaired 


provided for a constant inflow 
of cool air, dispersing and 
carrying away through the 
roof ventilators the heated air 
rising from the hot stampings. 
This gave a steady rate of 
cooling under all conditions, 
using the rising heat to give 
impetus to air movement of 
other sections, 

It will be noted that, not only 
can the trouble be taken away, 
but it can actually be made to 
solve other troubles which exist 
at the same time. 

In another furnace depart- 
ment, with oil quenching tanks, 
a simple solution was provided, 
by inserting inlet ventilators 
into existing glazing bars, and 
by fitting roof ventilators in 
place of existing sheeting in 
the roof. 

Without any structural 
alterations, it was possible 
again to use the high tempera- 
tures to provide the positive 
power, and to give pleasant 


working conditions, which 
otherwise were completely 
lacking. 


An entirely different, yet in- 
teresting requirement, was the 
question of an cffice, where, 
due to overcrowding and low 
relative humidity, due to the 
electric heating, to lack of in- 
coming air and high carbon 
dioxide content, marked signs 
of fatigue and depression were 
clearly observed. 

The solution to this was 
effected by natural means, 
introducing outside air con- 
trolled by baffles along the 
heating tubes. 
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Various other departments 
covering the whole range of 
varying temperatures and 
working conditions, have been 
successfully dealt with, 

These descriptions show par- 
ticularly how a war-time prob- 
lem of management, and at the 
same time a general welfare 
problem, have been solved by a 
well-planned policy, which has, 
in itself, proved economical yet 
highly successful, 

The results which have been 
achieved were due to the re- 
markably smooth co-operation 
of all departments, with the 
ventilation experts, and to the 
most thorough investigations 
being made possible. It has 
also allowed the necessary 
fittings to be manufactured and 
installed in a steady and pro- 
gressive manner, as distinctly 
the reverse to the frenzied 
appeals for help when condi- 
tions suddenly deteriorate, 


CONFERENCE ON CIVIL 
DEFENCE IN INDUSTRY 


N important national con- 
ference of those engaged 

in Industrial Civil Defence is 
to be held on Thursday, July 
22nd, 1943, in London. The 
conference is at Victory House 


Leicester Square, W.G an 
lasts from 9.30 am. to 
5.30 p.m. 


Organised by the newly- 
Yormed Citizens’ Guild for 
Civil Defence, in conjunction 
with A.R.P. and N.F.S. Review, 
the conference will deal with 
vitally urgent problems of In- 
dustrial Civil Defence, such as 
the importance of closer liaison 
with the local authority and 
the establishment of efficient 
A.R.P_ schemes, 

The Editor of Business has 
arranged with the Guild that 
readers of this journal may 
attend for 3s. 6d. Others, 5s. 
per person, 

There will be two films 
(Factory Fireguard and Con- 
trol Room) shown by the 
M.O.I1., displays, a bookstal), 
and refreshments served by 
the St. Marylebone Communal 
Feeding Services Committee 
will also be features of the 
conference, 

The address which applica- 
tions for more details and/or 
for tickets is: The Secretary, 

GCD. 20 Buckingham 
Street, Strand, Loadon, W.C.2 
(Temple Bar 8701). 
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Accidents mean stoppages. 


We have more than sixty years experience in the designing and 
making of Machinery Guards which meet all the requirements of 


the Factory Act. 
Guards can be made either in Wire, Sheet Metal or Perforated Metal. 


Let us send you our illustrated list No. B725. 


GA HARVEY & Cottonnowlt? YOotwicr Re 





HEALTH 


56 


BUSINESS fon * 


This Treatment Provides a Cure 
For Dermatitis 


By L. S. SOUTHON, 





66 ORE time is lost from 
work on account of 
occupational dermatitis than 
from any other occupational 
disease.” Thus wrote Dr, 
Lewis Schwartz of the U.S. 
Public Health Service in the 
New York State Journal of 
Medicine in August, 1942. 


That the same problem exists 
in this country is well known 
and the medical profession have 
given much time and thought 


to: 
(a) Finding an efficient treat- 
ment and cure; 
(b) Preventing or minimising 
the occurrence of der- 


matitis. 
The findings and successful 
results obtained by two 


scientists whose work on this 
problem has just been pub- 


Managing Director, Southon Laboratories Ltd. 


lished have created great 
interest in the medical pro- 
fession and it is hoped that the 
answer has been found to this 
scourge of industry. Specialis- 
ing in industrial welfare, my 
firm has had a close knowledge 
of the enormous loss to pro- 
duction caused by dermatitis 
and are happy to have been 
associated with a work of such 
national importance, 

During the latter part of 
last year block tests were 


Observations Recorded 
By Dr. W. M. FornerincuaM, British Tyre & Rubber Co, 


Type. 
t. Erythema and 


Duration. 


Fite. 
Arms and face. 


desquamation 3 months. 


2. Erythema and Legs. 
‘desquamation 6 months. 

3. Erythema and Forearms. 
desquamation 2 months. 

4. Erythema and Arms. 

esquamation 2 years. l 

s. Erythema and Arms and face. 
desquamation 1 year 

6. Erythema and Arms. 
desquamation 5 weeks. 


7. Erythema, vesicle 


Generalised, 


pustules Many years. 


8. Erythema and vesi- 


culation conjunc- arms, 
tivitis nat Years. 
9g. Vesicles, pustule Forearms. 
. ulcers 4 months. Back of hands. 
10. Chronic papular Forearms, 
patches on back 
of hands ... va, RTE 
Erythema and ve- 
sicles.... ... 3 weeks. 
11. Papules 2 weeks. Forearms, 
12. Erythema 5 weeks. Forearms and 
i elbows. 
13. Erythema I week. Face, neck and 
forearms. - 
14. Erythema 16 days. Neck, face and 


Face, neck and 


scalp. 


Remarks. 

Cured, without stopping work, 
in 6 weeks, 

Much improved in 4 weeks. 
Treatment with ointment at 
work, 3 emulsions every 
other day. 

Cured at work with emulsion 
and ointment, 

Cured at work with emulsion 
and ointment. 

Cured at work with emulsion 
and ointment. 

Cured at work with emulsion 
and ointment, 

Came back to work cured, and 
on emulsion and ointment is 
so far free from trouble. 

After an attack returned to 
work, but showed erythema 
immediately, Ointment 
cleared this up. No fresh 
development, 

Improving slowly. Off work 
using ointment and emulsion 
for 4 weeks, 

Improved on ointment and 
emulsion until the onset of 
the erythema and vesiculation 
due to friction of canvas 
against the skin, I believe. 

Improved. Itch gone. Re- 
mained at work, 

Cured. 


Cured in one week, 


Cured in 16 days at work. 
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obtains © din. two ways: 
causes: intrinsic to the worker 
and from. those which are 
extrinsic. °° 

The intrinsic causes depend 
on personak- cleanliness (the 
driving into the skin of dusty 
and already infected material), 
the state of health of the skin 
(this reflects the state of health 
of. the individual) and such 
parasitic factors as scabies, 
which js happily very rare in 


the British. operative. 


The extrinsic factors depend 
he presence of mechanical 
its—-metallic dust, suds 






{De Mortis reports : 
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— 


Data by Dr. D. V. 


Symbolic diagram depicting 
methods of protection 


and also metallic abrasions due 
to machine movements, particu- 
larly buffing and polishing. 

In addition there are sub- 
stances known to irritate sensi- 
tive skins more than the 





Reber Owen & Co. Ltd. 


e Sit Remarks. Duration, 

Lett arm, Much improved, 6. 14 years, 
-| Both arms, Healed. 9, 6 months, 

OD : ‘Right arm. Healed, cok. 2 years. 
3 noaren ~ Heft arm, Healed, 9, 3 months. 
8: month. E Both arms. Healed, buf recurred, work 16. 6 months. 
chang 11. 3 months, 


“True al acne occurs chiefly among women engaged. 
work using cutting oils, and. I have not seen a case in which I could trace the 


Sas The rash was reduced here from 4 per cent to 0.2 per cent by ‘ 


verits arn 
rubber solution and so. 


— from three angles. 









To cope with this state of 
affairs it must be approached 
The protec- 
tion of the skin, the mainten-. 
ance of healthy skin and. the 
maintenance of a healthy body. 

If the protection of the skin 
were all, the problem would | 
appear simple and. would be 
solved by provision of adequate 
covering of the contaminated. 
area in the form of rubber: 
gloves. This is not- possible 
because the skin must fulfil its: 
normal function. It is provided. 
with the nee a 





















Site. ae 
~ Both arms, — Much improved. 
_ Both arms, Much improved, 
Hands. — » Persistent, 
Left arm, ->o Hea 
Both hands: Hea 
Both hands, He 


systematised : 


-put the odd 0.2 per cent. were very reluctant to heal, and the conclusion was reached 


a these employees had to stop working in oil, periodically, in order to let their rashes = 
| These cases have now been treated with ointment and emulsion. with excellent. 


nd there are only two cases in which the rash has persisted. All these cases. le T 
about « one week’s treatment.” ae 
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VENTILATING FANS 


OVER 100 FANS 
IN STOCK 
FOR A.C. SUPPLIES 


The Fan is not provided with cast 
iron ring, but has four fixing arms, 
the extremities of which are fitted 
with soft rubber bushes reducing 
vibration and nolse. 





The Driving Motor has totally en- 
closed carcase, is continuously rated, 
and complies with British Standard 
Specification. 


The Diaphragm Plate is in mild steel, 
provided with drilled holes for fixing. 


ASK FOR LIST No. 142 


THE 
STANDARD & POCHIN 
BROS. LTD. - LEICESTER 






















HERE’S SAFETY 


that saves vital man hours 


BROUGHTON 
“EJECTA” 


swing out 


PRESS GUARDS 


give the greatest possible degree 
of safety under the most exacting 
conditions. 


J. BROUGHTON 


Industrial Safety Engineers 
Security Works, Vere Street, 
BIRMINGHAM, 5 


Phone: Midland 5901-2 





HEALTH 


excrete. waste products and to 


defend itself by sweating, and 


the covering with gloves denies 
the access of the skin to air. 

For this reason the view- 
point must be shifted and we 
can consider the problem as one 
shown by three concentric 
circles. 

From within, the health of 
the individual, the health of the 
skin and the provision of such 
barrier substances on the skin 
as to protect it as much as 
possible. 

The health of the indivi- 
dual depends on the food which 
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For 
your files 
and desks. 


Shannoblic folders hang on a frame and 
never slip or hide. 
angled celluloid tabs give index flexi- 
bility and lightning identification, Shan- 
noblic fits YOUR filing cabinet and deep 
desk drawers. 





For emergency 
desk tables. 


leaflet. 


SBannon 


IMPERIAL HOUSE (Dept. A.7), 15-19 KINGSWAY, 


LONDON, W.C.2. 
And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agt,) | 


* lp 
I, SHANNOBLIC 
Se 


Or the Shannoblic Desk Top Unit, with 
20 Suspension folders is ideal for emer- 
gency desk tables, 
foolscap, including Purchase Tax, Post | 
free Gt, Britain only, 


To comply with Paper Control Order 
48, please send 1d. postage stamp for 
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F pog ae bim, you will be interested in a series 

of experiments which have been carried out in various 
industries and in the findings of two scientists whose work in this 
field has created great interest in the medical profession. 

(1) The work of these two doctors dates back to the 
commencement of the war, and their findings prove that in all 
cases of Dermatitis there is a deficiency of the skin lipoids. This 
deficiency is due to a shortage of the unsaturated fatty acids and 
t produce a mass of evi e to show that these are essential 
to healthy skin structure. 

(2) Block tests have been carried out in a number of 
important concerns throughout the country. These tests prove 
that over 80 per cent of cases were cured without loss of werk- 
ing time and whilst still engaged on the same work. 








he receives and the strains to 
which he is subjected, There 
| is considerable evidence that of 
| the vitamins, A is short in daily 
diets, and to some extent this 


medical advice. ` 


t+, Production and staff managers 
< in conference might well discuss 


| the percentage of adequate 
MADE EASY meals taken in canteens as 
IF YOU USE 





against sandwiches built up 
from the family ration, because 
the sandwich lunch or dinncr 
depends on the family re- 
sources; it is nearly always in- 
correctly balanced, and in 
addition to the A deficiency, 
there is usually deficiency in 

vitamin C, 

To this must be added a 
hitherto unrecognised factor. 

In the laboratories of the bio- 
chemists and physiologists it 
has been shown that animals 
deprived of certain specific 
fatty acids develop skin 
diseases, and that the addition 
_of these unsaturated fatty acids 
to the diets of these animals 
cures the abnormal skin con- 
ditions. The exact nature of 
these substances has been dis- 
covered and their lack in the 
‘blood of humans suffering from 
comparable diseases has been 
shown, 

These unsaturated acids, as 
they are called, occur in natural 
| fatty foods such as milk, butter 

and certain vegetable oils, and 
it will be seen that these are the 
foods which are in short supply 
to-day. 

In the diagram the middle 
line of defence is represented 
by a healthy skin. 

It is known to the biochemist 
that the individual species has 
developed a type of skin fat 
which acts as a buffer against 
changes of temperature and as 


US/CNMSLON 
FILING 


Large, adjustable, 


37/7 quarto, 42/7 


— re 2 cushion for the skin itself. 


possibly may be improved on, 
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The light emitted approximates very 
closely to noon daylight, and so ensures 
comfortable working conditions. 

Ample supplies available for essential 
industries. 


FREE ADVICE 


Lighting layouts to suit your own particular 
problems, and advice from our trained engineers 
is available free -on request. 


a) Write for | particule list Na 980 
* pe 


SIEMENS ELECTRIC LAMPS € SUPPLIES LTD, 38-39 UPPER THAMES STREET, ECA 
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AL Complete 
Five Fighting 


| ees | Maintenance Scheme 
| ARP Equipment 
| for your Fire Fighting Equipment 


At any moment your fire-fighting appliances An inexpensive but comprehensive Mainten- 
may be called into action. Only adequately ance Service is provided by Fire Armour 
maintained and well-cared-for equipment Ltd., their wide experience of installing and 
will be equal to its task, but—the price of maintaining many of the largest industrial 
inefficiency may well run into tens of Fire Protection schemes in the country, is 
thousands of pounds. at your disposal. 


Write to-day for details of the Fire Armour Maintenance Service which ensures thai your 
equipment will be able to do its stuff, when—if that moment comes. 


Fire Armour 


Se See a 





TRAILER FIRE ENGINES AND FITTINGS. STATIC WATER SUPPLY, CANVAS FIRE HOSE, 
EXTINGUISHERS AND DIFFUSER NOZZLES, ADAPTORS,” FULL RANGE OF A.R.P. 
EQUIPMENT, UNIFORMS, OVERALLS, WATERPROOFS, etc. 


9 GEORGE STREET, MANCHESTER SQUARE, LONDON, W.. Phone: Welbeck 2678 


EE ——— 


HEALTH 


In man this consists of 60 per 
cent of the same unsaturated 
fatty acids, 

We will discuss the third and 
outermost perimeter later. 

Based on these facts a new 
attack was made on the prob- 
lem of dermatitis and at the 
beginning of the war clinical 
work was being carried out on 
the use of the unsaturated fatty 
acids on eczematous skins not 
only of children but also of the 
allergic adult, 

One significant 


factor was 


noticed—the ointment used was 
apparently and truly a skin 





62 
food, that is whether or not the 
eczematous rash disappeared, 


the skin rapidly became more 
healthy and of sound structure. 
From this point many more ex- 
periments were conducted, and 
these have now resulted in a 
new treatment for dermatitis 
and allergic skin diseases, 

These specifics consist of an 
ointment which provides the 
affected worker with these 
health-giving unsaturated fatty 
acids combined with other medi- 
cal necessities. 

In long-standing or intract- 
able cases this may be fortified 


‘STENT’ 


WORK BENCK 


TO SUIT ALL TRADES 


IN PRECAST CONCRETE 


in units (as shown) which can be 
built up into any length desired. 
Also 
FORM SEATS for CANTEENS or SHELTERS 





Send for full particulars and plans to— 


STENT 
PRECAST CONCRETE LTD. 


One, Victoria Street, London, S.W. I. 
WHitehall 2573. 
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by the provision of these fatty 
acids in emulsion and capsule 
form, to be taken by the mouth. 

The treatment has been 
proved effective against dry, 
wet, oil and friction dermatitis. 

The success of this treat- 
ment has been demonstrated in 
a paper contributed by Dr, John 
Bodman and Dr, Eugen Felix. 
Some typical results of block 
tests carried out in various 
large industries are given, and 
the point I wish to stress is the 
diversity of cases treated and 
the resulting effect on industry. 

Hitherto when a key man has 
been affected he has often had 
to be transferred to another de- 
partment because he has been 


found increasingly liable to 

subsequent attacks, 

Infection Checked by 
Early Treatment 

Medical officers say that 


operatives can be trained to ask 
for the treatment before the 
condition of dermatitis has 
passed beyond its embryo phase 


and it has been found in more 


than one block test that supply- 
ing the skin requirements with 
these unsaturated fatty acids 
prevents the appearance and 


| progress of the disease and time 
| is thus saved. 


Lastly I come to the outer- 
most perimeter of my diagram 
—protection as against treat- 
The successful results 
obtained with these specifics in 
the treatment of dermatitis led 
many medical officers to ask us 
if the same principle could not 
be utilised in a barrier cream 
for the prevention of derma- 
titis. 

Our attack on this problem 
has been made up of three 
interlocking columns: cleanli- 
ness, creams, capsules. 

Cleanliness of the skin is of 
paramount importance. It is 
probable that true oil acne— 
the greatest bugbear of all to- 
day—is due to an accumulation 
of dust in the skin pores and 
the gradual driving in of this 
infected material deeper and 
deeper by repeated application 
of more dust and more (and 
possibly unsuitable) barrier sub- 
stances. ° 

Consequently, before the 
application of the barrier cream, 
thorough scouring of the hands 
and arms in hot soapy water 
not only cleanses the pores of 
their contents but also makes 


(Turn to page 84) 
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Save 164 Man hours with the 
DIXON: nmi 


using A T E A 


POWER FLOOR sis: 
SCRUBBING isao 


cleaned 


one hour by 
NE one person 
using the 


Dixon 


-ower Floor 
A demonstration will convince you that the k dae 


Dixon Power Floor Scrubbing Machine not Machine. 
only covers the floor seven times faster but ` 
leaves it infinitely cleaner than by the old- 
fashioned and oostly charwoman method. 
The Dixon is made to scrub any type of 
floor, is easy to operate and can be used by 
any available labour, it is power-driven and 
perfectly balanced and will not tire the 
operator. it is easily converted into a Floor 
Polisher and Burnisher. Write and let us 
show you how to save valuable labour and 
maintain your floors in a healthy and 
hygienic condition, 


R.G. DIXON &CO.LTD. 
CAPITOL WORKS, EMPIRE WAY, WEMBLEY, 


Middx. Phone: Wembley 4139. 
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As supplied to Government Departments 
Municipalities, Hospitals, Sanatoria, Insti 
tutions, Commercial and Industrial under 
takings, etc 
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USE OF PLASTICS IN- 
INDUSTRIAL DESIGN 


~ (Continued from page 20) 


group is derived from casein. 

I do not propose to deal with 
raw materials or methods of 
manufacture or to allow a lot 
of technical description to 
precede the examination of 
these materials in relation to 
industrial design. Such details 
can be found in that compact, 
lucid and comprehensive little 





work on plastics, published as 
a Pelican book, and written by 
Dr. V. E. Yarsley and Mr. 
E. G. Couzens, It is written, 
I may say,.in language that is 
considerate to the non-technical 
reader. To indicate the range 
of plastics, I will outline briefly 
the characteristics of those 
covered by the three groups. 


STARTET arrita. 


For a few shillings the expensive electric motors on 
office machines can be protected against burn-outs. 
This compact and reliable M.E.M. Push-button Starter 
automatically cuts off the current if the motor is over- | 


loaded. 


It is made in one of the largest switchgear 
factories in the country and its low price is due to simple. 
ingenious design and efficient, large scale production. 
Your Electrical Contractor will be pleased to advise 
you on the use of “ Startet”’ to protect your machines. 


MIDLAND ELECTRIC MANUFACTURING Co. Ltd. 
(DEPT. B3) 
TYSELEY, BIRMINGHAM, II 


Specialisis in Switch, Fuse and Motor Control Gear. 
High Efficiency Electric Fires. 
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Under the thermo-setting 
group are the following :— 

Phenolie resins, These have 
resistance to shock, heat, acid 
and alkali, They are free flow- 
ing for extrusion or transfer 
moulding, 

Cast phenolic. This has high 
impact strength and rigidity. 
It is non-inflammable; it takes 
colour easily, and is readily 
fabricated, 

Urea resins. These are 
opaque and they have an ex- 
ceedingly wide range of colour. 
They are rigid, light in weight, 
and have a hard surface, They 
diffuse light very well and they 


are splinterproof. They are 
practically without taste or 
smell, 


We.now come to the second 
main group. In the thermo- 
plastic group the following are 
included :— i 

Cellulose mitrate. This is 
tough, it resists the action of 
_Water, it can be easily cemented 
“and fabricated, easily coloured, 
and it possesses real trans- 
parency., 

Cellulose acetate. Again this 
is tough, easy to fabricate, light 
in weight, takes colour very 
easily and is alkali-resisting. It 
is without smell. It has good 
electricity insulating properties. 

Acrylic resins, They are 
light and rigid, they resist the 
action of water and weather, 
they give exceptional trans- 
parency and they can take 
colour easily, They have a par- 
ticular quality which allows 
artificial light to pass from 
edge to edge of a sheet, which 
facilitates the type of illumina- 
tion known as edge lighting. — 

Polystyrene, This has a con- 
siderable range of colours; it 
can be either transparent or 
opaque. It has a high index of 
refraction ; it can transmit 
light, it resists chemical action, 
and may be moulded with great 
accuracy, 

Those are the principal types 
in the thermo-plastic group, 

In the minor protein group, 
which is based on casein, we 
have materials which are non- 
inflammable, easy to colour, 
easy to polish and easy to 
fabricate, 

These highly condensed de- 
scriptions may suggest the ex- 
tensive and even bewildering 
possibilities provided by 
plastics, 

It is easy to lose self- control” 
in the matter of imagination 
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__ The Ministry of Health says 


—— a nation, we are still losing about 22 —* 
weeks’ work each year through common and often 


preventable illnesses. 










You. may afford the money 


BUT NOT THE TIME 


that sickness costs! 


OW many hours of working time have been mouth and throat keeps you from catching 
lost in your Firm through colds, influenza other people's colds, influenza and sore throats, 
and other “catching” complaints? by destroying the germs before they can take 


GUARD YOUR HEALTH and that of your a Sees ; : 
Staf by providing a bottle of “ SANITAS” in hold. And it keeps the teeth healthy longer. 


the wash-room, It kills the germs which soap- * “SANITAS” is pleasant to use and has a 
and-water will not move, and clenn and refreshing odour, No “ medical 
prevents them from being smell ™ which so many people object to 
passed on, ; : 

A little “ SANITAS" night * SANITAS” is SAFE, non-poisonotis, non 
and morning for rinsing the irritant. Doctors use it and recommend it. 


ON REQUEST. Valuable War Memorandum on prevention and 
treatment of infectious diseases. Write (enclosing id. stamp) to 
SANITAS CO. LTD., Dept. BUS/7, 51 Clapham Road, 8.W.9. 


SANITAS 


The PERSONAL Antiseptic 


At Chemists B/¥4 & L/S} (including Purchase Tax) 
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FOR INDUSTRIAL 


MEDICAL WELFARE 


To ensure smooth flow of production, 
the Government forecast additional 
legislation for the provision of suitably 
equipped Welfare organisations in 
works and factories. 

Thousands of industrial firms already 
rely on CALMIC LIMITED for the 
Pharmaceutical, Medical and Surgical 
needs of their Welfare departments. 
What we do for them we can do for you. 
Our Chemists and Technical Staff are 
at your service to investigate and 
advise on Welfare problems either in 
our Laboratories or your Works. 
INDUSTRIAL MEDICAL WELFARE 


g 


“ay 
i 
$ 
tee 
4 
~~ 
—F 





has been our SOLE CONCERN for You'll be delighted with results from i800 
years. Tt ts-of vital import. Anticipate SHIFT. Germ infected cuts and abrasions spel! 
NOW. MEAR dammeniaaettin danger to workers’ hands and consequent loss of 


production hours to you, IBCO SHIFT is an 





We invite you to A 

i send for samples of an Analgesic | investment that brings returns in reduced 

Tablet, whieh we market as absenteeism through skin infection. It removes 

Health " Hypon " Tablets, They are indi- | embedded grease and grime and undetected 
+ prods cated in Dysmenorrhoea, Headache, ' metal filings, leaving the skin spotless, smooth 
Industry Flu Pains, Rheumatism, etc. i and germ-free. Our laboratories have prepared 


TEA A a de ee several grades of IBCO SHIFT {one specially 


CA LM IC LIMITED for women) A AE to write for 
WESTHOUGHTON. Lc IBCO SHIFT 

phone: WESTHOUGHTON 248 (4 Lines) 
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Alio t LIVERPOOL — LONDON 
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when these synthetic materials 
are discussed. 


After the war, when plastics 
are released from their service 
| to the war effort, we shall have 
abundant opportunities to prove 
that we can make things better 
than the other fellow; but 
unless research work in design 
| has been undertaken, unless the 
native genius of British indus- 
trial designers is productively 
engaged, the influence of 
plastics the form and colour 
of thousands of things may be 
deplorable. 


| If we are to use our gifts 
productively, if we are to 
employ this array of new 
chemically produced materials 
| to the best advantage at home 
and for our export trade, we 
should recognise and name the 
men who can inspire and lead 
taste after the war. I, have 
suggested two effects plastics 
may ge ye saree we Can 

itai A : avoid the dangers of misuse 
Britain's fighting ships need a cease- ——— 


Pe fully and freely the capacities 
less flow of munitions and supplies. of our industrial designers : 





: f the standing of Sq.Ldr. 
Make the most of production time. Wells-Coates, Fl Liew. A B 

4 i ead, Sub-Lieut. R. D, Russe 
Increase output with the aid of and his brother, Gordon 


Russell; Christian Barman, 
Grey Wornum, Brian O’Rorke, 


Rodney Thomas, Frederick 

- Gibberd, Raymond McGrath, 

Major Maxwell Fry—to name 

| only a few. Many of our best 

T | M E R E C O R D i R S industrial designers are archi- 
| tects. In the course of a paper 

which I read recently on the 


Enquire for particulars— organisation aud operation of 
design research committees, | 
"GLEDHILL-BROOK TIME RECORDERS LTD. suggested that many architects 


were, generally speaking, cap- 


Dept. 38, EMPIRE WORKS, HUDDERSFIELD. able of becoming first-class 


industrial desieners. 
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INDUSTRIAL GLOVES 


Have you the right glove for the job? If not let us help you. There 
is a MILLER glove for every purpose. Made from best quality Cotton, 
Leather, Felt, Asbestos, Rubber, etc. Send us your glove problems. 


Let us quote you for our specially JOSEPH MILLER & SONS LTD. 


designed Clogs for all industrial Protective Clothing [Specialists for over 50 years 


228, BOROUGH HIGH STREET, LO 
purposes, AR h NDON, S.E.I 
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283 WAR SERVICE 


This very real and valuable service includes 288 Superfine 
Manifold Banks and Bonds in 17 tints and 288 Super- 
calendered tinted writings into shades. 


Ask your Printer, Stationer or Paper Merchant for T. & G. 


paper, consistent in quality, thin and durable. Extensively | 


used in commercial offices ; comprehensive colour schemes 
for systems and general organisation. 


Samples supplied and advice given. 


‘Business conducted through 
the usual trade channels. 
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COLOUR MILL 


THOMAS & 
GREEN LTD. 





SOHO MILLS, WOOBURN GREEN, BUCKS. Telephone: Bourne End 288. | 


London Office: 3 TUDOR STREET, E.C.4. Telephone: Central 3824. 





PLASTIC TOKENS 


embossed with your own name, 


A substitute for paper bills and tickets 


at 


HALF <THE -COSI 


as supplied to British Restaurants, 
Works Canteens and Clubs. 


FOUR COLOURS, TWO SIZES 
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The ULTRA LENS 


can supplied again 


This tented Electric- 
Magnifying Lens of the 
most modern design has 
ye stood the test for the past 
years and has proved to 
countless industrial Firms its 
extreme and sustained useful- 
ness for minute surface exam- 
inations of every conceivable 
object, metals, tools, fabrics, 
fibres, raw materials, etc. 
For the close scrutiny of 
fractured surfaces, cutting 
edges, faults in tools, defects 
on finished surfaces, the Ultra 
Í Lens is invaluable. 
Revealing every detail with siart- 
a ling exactness, highly magnified 
$ and brillmntly illuminated in 
natural colourings, it presenta in 
many instances hitherto unsus- 
pected data which can be used to 
advantage, 
Price £4-5-0 complete in case with 
spare bulb, battery and transparent 
measuri scale. 


ng 
British Made THE ULTRA LENS COMPANY 
RICHARD BOCK 
Full particulars 37 Finsbury Court, Finsbury 
on request. Pavement, London, E.O.2 
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COMPONENTS 
GRADUATED AND ENGRAVED 
NAMEPLATES, INSTRUMENT 
PANELS, USING ALL METALS & PLASTICS 
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CANTEENS 


The Canteen Brains Trust 
Discusses the Smaller Canteen 


UE to a slight indisposi- 
tion, we have unfortun- 
ately been unable to submit 
readers’ questions to Mr. 
Surman this month. 
He tells us, however, that by 
the next session of the Brains 
Trust, he hopes to be with us 


again. 
Last month Mr, Coaley 
raised an interesting legal 


point in replying on the subject 
of pilfering. 

In our readers’ interests we 
invited à counsel Guest Mem- 
ber for his opinion, and we 
include this together with Mr. 
Coaley’s reply inthis session. 


1 How can we organise and 
equip a canteen for 50 to 
100 persons? 

Miss GARBUTT ; 
of a canteen depends very 
largely on the size and suit- 
ability of the premises, but as 
the choice of rooms is now 
usually very limited, it is essen- 
tial to make the best possible 
use of the available space. The 
equipment chosen should, ` as 
far as possible, be suitable in 
quantity, quality and type for 
the particular needs of the 
canteen, 

Before installing any equip- 
ment it is essential to “collect 


“The success 


. Gardner 


Mr, W, J. Coaley 








What about YOUR 
Worry ? 


Send your questions to the 

Question Master, Brains Trust, 

“ Business,” Whitefriars House, 
Tallis Street, E.C.4. 








preliminary information by 
(a) consulting experts on 
lighting, heating, ventila- 
tion, lay-outs, etc., 
(b) visiting other Canteens to 
study their organisation 
and problems. 


The Kitchen 

This should, if possible, 
adjoin the dining-room with 
easy access between the two 
rooms. If only one large room 
is available for both cooking 
and dining, the kitchen section 
should be separated from the 
dining space by a serving 
counter. The serving counter 
should be large enough to pre- 
vent congestion. The kitchen 
must have good ventilation and 
should be painted or distem- 
pered in a light clean colour. 
An adequate hot water system 
is absolutely essential in the 
kitchen. 


Pixed Kitchen Equipment for 

Canteen Catering for 50 
Persons, 

Two stoves—size approxi- 
mately 3ft. high, 24ft. wide, 
2hit. deep. 

Two sinks—3ft. 
wide, Ift., deep. 

Two draining boards—2-3ft. 
long. 


Kitchen Furniture 
A good working table of 
suitable height and size is im- 
portant and adequate cupboards 
and shelves are necessary. 
Small kitchen equipment is 
very limited in supply now and 
it is better if possible to con- 
sult the kitchen staff about 
their needs in this respect. 
Kitchen Lay-out 
The kitchen should be planned 
to provide 
(1) adequate working space; 
(2) complete working units or 
work centres so that cross 
traffic is avoided; 
(3) good passage space where 


long, 2ft 


required ; 
(4) good ventilation so that 
cooking odours are 


quickly removed. 


Larder and Storerooms 
A cool, dry room fitted with 
plenty of shelves should be 


available near the kitchen for 


The Members of The Brains Trust 


Miss P. L, Garbutt 
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71 
adequately nd efficiently serve 
number. Obviously, to 


that. 
erve any number of persons 
; . 100 
always be within 
-such a canteen, 
wn up a list of 
¢ would be the 
equipment, and 
the approximate 
Í in the region of 
persi t 
ards staff, I think that 
: mum. “should be as 
n: ~Manageress, Cook, 
; Cook. and General, 


‘ot cotirse, oud be 
by. the employment 
punter hands, but 


yur car sen “on: — lowest 
possible number of staff, 

JT have, also | prepared a lay- 
out plan. It has been planned 
purely from a functional point 
of view, In other words, if, as 
I understand it, the question 
suggests a clean start, then the 
troubles of. growing up, so 
often associated with the cater- 
ing side of industry, can be 

_ avoided, 
On the: ‘ther hand, should it 
ever be — to — the 
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-Sponge Cloths 
, Glass Cloths .. 
` Sin. Meat Cleavers ... 


Voretable Knives 


these oe 


st. tor Canteen To 
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Refuse Bins (black) 


Pastry Boards — 
‘§-gall, Cast Iron Oval Boilers. 
iin, Enamel Bowls 

Ain. Tinned Steel Mixing Bowls 
> Hand Potato Chipper 


asimasher (short handle) 
Galvanised puske. 


Floor Cloths ... 


l4in. Tinned Steel Colander 
Corkscrews 

Cutlery Boxes, 24in, X Bin. 
Teacups and "Saucers 
Tea Plates, Gin... 

Sweet Plates, Slin. 

Meat Plates, gtin, i 


Soup Plates, 7in. 


Vinegar Bottles 

Table Knives ... 

Dessert Spoons 

Table Forks ... 

Soup Spoons .. 

Tea Spoons... ius Ngee — 
Cruet Sets... gs Jie wit 
Pastry Cutters ea a aa 
-pint Milk Dippers 

2-pint — sts 
16in. Enamel Pie Dishes . 

Flour Dredger ee 
Sugar yi : 

Cooks’ Forks ... as 

Combined Graters ... 


Seotch Hands 

Meat Hooks * 
2-pint Household Enamel Jugs TA 
4- pint os rs 
&-pint French — ie 
12-pint 


— French Cooks’ ‘Knives. 


+$ 


in. Palette Knives 

Boning Knives P 

12in, Ham Slicer 

Tin Opener 
Ladies — 


fin. Enamel vss 
i perforated . 
Mincing "Machines a 
18in. Tinned Bakepans (oblong) 
16in. 3 2a + 
12in. 1? Le +? 
Hin, Frypans ‘ 
Potato Peelers 


Rolling Pins. 


Pie — 


DOUBLE OVEN GAS RANGE 
SINGLE PAN PISH FRYER 


15 GALL.BOILING PANS 
} 20 CUB.FT. COLD STORE 


in. ‘Enamel Pudding. ‘Basins 
l ‘Fine Mesh Wire Fry Baskets ... 
Galvanised Store Bins Iss 


VEC. AND PUDDING STEAMER - 


BENCH MODEL POTATO PRELER. . 


coto go io 


So et pat pak EY SS ad G OS: ED AD 


Mop Buckets ... 


No. 


O O t pi DO CAI CD CAM pel BOY ONO He peh pet poet CAO NE DR ph pna poant paeh C pat peh EG l pai CD pee t DG O 
















t tap and strainer. . 
cal Strainer 

int Enamel Teapots... 
18in, Enamel Trays. i 
24in, Black Enamel ‘Trays 
12in. Wire Whisks Can 
Dustpans oss 
Mops with. handles . 





iWin. Beef Slice 
Potato. Mashers 
Case Opener... 

sin. Tinned. Iron Plate Rings 
Platform Seales, 8 ewf. o.o 
Galvanised Tapered Skips, 

x iain. as aoe 

2 Steel Slices — 
Tinned Steel Basting Spoons, 4 


2 oy 








asin., l 











perforated 
Butcher’s Mallets ...- 
Bread Slicers oe 


Plan of canteen to seat 100. persons 


CANTEEN 


EQUIPMENT 


As manufacturers of a 
complete range of canteen 
catering equipment, we 
offer the services of our 
Engineers and Planning 
Department to assist in 
any schemes that you may 
be contemplating. Fully 
illustrated literature on 
application. 






















FULLY INSULATED 
HEAT RETAINING 
TEA URNS AND 

FOOD CONTAINERS 


— — 


HOT WATER BOILERS 


— — 


BOILING PANS 


— — 


TEA TROLLEVS 





All types of 

Ph aie Labour-saving Machines sog NSULATED 
TEA URN WITH for the Kitchen 
STAINLESS STEEL WITH OR WITHOUT 

Sete —— INNER BOXES 
Write for shale — 
N M ACTIINES 
KITCHEN | AGT 
LIMIT 


7, SICILIAN AVENUE, SOUTHAMPTON ROW, LONDON, W.C.I 


Telephone and Telegrams: HOLborn 8556 





















CANTEEN 







| depend largely’ up 


s, -on the adaptation 

ration for the required pu 
Is This” seems. tobe esi 
‘planning’ — 






case for ‘ 


Could you quote some ex- 
; amples of an ideal system 
which would give wus better 
canteen costs records ? 
ea GARDNER : 

= variety of work. per- 
f med. prohibits the use of 
time study methods to canteen 
catering. Test 
material used £ 
number of meals 
can be. made, bu 
_ductiveness of perishal je go 
varies. with season and quality, 









checks _on 


£ palitan es y 
73 Kinnerten St SW 








Sloane OG G47? Tho: 


TON gach 


| The difference between this 
figure and the takings. repre- 
| sents the. “ gross percentage,’ 
as it is usually cailed, Even 
this is not static and will fluc- 
‘tuate within a margin of 


For use in all Restaurants, 
C nteens and Schools. 


-of materials used, change of 
seasonable prices, and so on. 
| Obviously, the operator with a 
large number of units can 


"ELECTRICALLY OPERATED better judge and contra: results 
by reason of the comparisons 
with continuous av ailable. 
"CHECKING DEVICE. | 4 How can one prevent pil- 
. fering ? | 
Saves Time, Saved. — Saves Money. | Mr. Ce f “Just — * 






‘meant by this question, pilfer- 
age of —— or pilferage 
of equipment: (such as crockery 
and cutlery? 

‘Tf the first, the answer is that 
only the very tightest check on 
all commodities from the time 
of delivery from the merchant 


Price £30, 


Delive red Free. 


meet . the situation, 
‘commodities should be investi- 
steps 


PER the necessary 





— available in. the exist-. 


“put it to Connsel, who is our 


tised in factdries up. and 


confine” i the 
“strié thy Tegal aspect of tlie ease 
ander rev Mes we ‘Remember, 


whedata-can, atvine. bests bes this 
y a guide, it 1s usual to cal- — 
culate costs at weekly periods 4 
i kitchen amit by stocke A 
taking each week and the calca- UES? 
Jation.of materials consumed. 


‘several points owing to variety . 
P 8 y sibility of simple assault, where: 


to the sale to the customer will. 
Any sus- the d 
pected case of pilferage of: 



































ately we are in the position t 


Guest, Member this month” 
Guest. Memper: “I should — 
like to say quite a lot on this- 
‘question of searching; ‘as prac- ; 











the country. ii shall, h h 


my “re mar 





an with: he” place. : 
canteen, me ie: or factory 
gate, No one -has the right ini 











Managers, gat 
works | watchm : 
official, police 
interested in the outcome of 

case, were an employee to | 
challenge the attempt to search 
him. Incidentally, the proce 
dure of search, raises, the po: 











‘search of the | | 
attempted. E | i 

Concisely, I = say, golds 
searching. Trade Unions. have 
eminent Counsel at their call-~ 
repercussions may be un 
pleasant.” 

Mr. COALEY 

“To deal with the question of © 
pilferage of cutlery and croeck 
ety is a very difficult problem, | 
and I have found that appeals _ 


nper on: Bi 





g dai 









to the customer | ee 
to help if, when th appeals are 
made, the. ditiones of supply 
e pointed l 






charge a ine a on gore articles 


used, but this means extra cost ` 


of colle tion and, p payment ot 
} it : 


_ gated. at once and any loop- custom 

“holes in the checking arrange- an 

ment immediately remedied and the 
eken thei 
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For WORKS CANTEENS 


ONE FINGER DOES ALL THE WORK! 


“She Elexepher” 


ALL ELECTRIC 


SERVICE LIFT 


M THE i 
fg ELEXOPHER 

* AUTOMATIC ’ 
pg SERVICE a 1 


By Courtesy of Papworth Industries 

















This illustration 
shows clearly :— 
Tea Service 
Counter. 2. Steam 
Heated Hot Cup- 
boards. 3. Hot 
Plate Service with 
Hardwood lino 
covered serpe 
——⸗7;), shelf over. 4 Steam 
nner Heated Constant 
Flow VW ater Boies 
5. *Servot’ lneulat 
ed Tea oontaines 


due to WRONG DESIGN: 
PLANNING : EQUIPMENT 


— were meant to be cured 


Here is an example of canteen planning 


A 


which embodies a lifetime of experience 
both in the design and manufacture of each 
component—and the layout of those com- 
ponents for greatest efficiency and purest 
hygiene. To those with experience of the 
running of canteens it will be noticeable 
how every “headache” has been cured. To 
those newly “coping” with problems of a 
| -like nature, it may be news that 
we can take all of those prob- 
lems off their hands. To both 





experienced and * newly-ex- 


FULLY AUTOMATIC FEATURES pécienced * ine aioe Sel, Gane 
AND PUSH BUTTON CONTROL architect's plan to the serving 


of the actual meal. 





at 
Cslableshad 440 yas As 


AN ASTOUNDINGLY 
ee UNOm | 


J. CHRISTOPHER & SONS, LTD. 
172 ST. JOHN STREET, CLERKENWELL BELL STREST, LONDON, H.W), TELEPHONE: PAQOI 40s - 
LON D ON a E-C:] Announcement by G. F. E- Bartlett & Son (Metal Workers lød: 





VA. Oy 19% 


SINK UNITS to 


WORKS CANTEENS 


HOSPITALS, INSTITUTIONS, 
Etc. 


PORCELAIN ENAMEL 


| 

| in WHITE or COLOUR 
| CLEANLINESS — LASTING BEAUTY 
| 

| 


— —— — — 


Being Built * 

on the Unit | . 

Principle 
can be 
supplied @ 
up to 5 
8ft. long, 
giving 
| Double 
- Drainers & 
_ Double Sinks 








AAEE a This model “E10") 
iy Bowl 16°*15” * 8 
a Overall 38°*19". | 


wee EASICLENE 
PORCELAIN ENAMEL (1938) Ltd. 


PALACE OF ENGINEERING, 
WEMBLEY 


: | 
| Telephone: Wembley 3363/4 
© ae Sant seat Matai E | 


— — — — — 


— —— — 


My opinion is that the better 
system, where pilferage is very 
bad, is to appeal to the better 
instincts of the customer, and 
wherever this has been done | 
have always found a consider- 
able improvement. 

It must be appreciated that 
pilferage increases consider- 
ably when articles of food or 
equipment are in large demand 
but short supply, and I believe 
it to be true that in almost all 
enterprises to-day particular 
attention has to be paid to the 
problem of pilferage, and as a 
result of any experience gained 
new ideas and systems have to 
be put into operation.” 

Following our article in a 
recent issue, an interested can- 
teen manager has sent the 
following question : 


5 What does a Catering Food 
Research Laboratory really 


Mr. GARDNER: “A Labora- 
tory is needed (such as our 
own or that we have installed 
for Messrs. Morris) : 


(a) To ensure by actual 
weighing and analysis 
that the meals served 
conform as nearly as 
possible to the dietician’s 
specification. 


(b) To ensure that the stand- 
ard of cooking is high 
and capable of conserv- 
ing to the maximum ex- 
tent the less stable of the 
essential food factors. 


(c) By research, to improve 
methods of cooking and 
distributing meals. 


(d) To devise new dishes and 
cooking methods. 


“Method of Working—lr 
our own laboratory we art 








WORK OF MANY 
by taking refreshments to the 
worker at the bench, 


Write for lists of 


& S0 


WOOD END GREEN ROAD, 
HAYES END, Middx. 


Phone: Hayes 1416 (3 lines). 








ONE GIRL DOES THE 


TROLLEYS, URNS, BOILERS, 
FOOD CONTAINERS, SINKS. 


JAMES FAR — 





working on the following lines 












Ss! “IDEAL” EQUIPMENT 
Fok WORKS CANTEEN 


= gia E 





TEA AND COFFEE MAKING SET; 
HOT CARVING INSULATED 
CLOSETS ®@ TABLES ® URNS 


STEAMERS © BOILERS © FOOD 
TROLLEYS 





Sole Manufacturers: 


HODGKISON & Co. STEAM COOKERS 


43/45 MITCHELL STREET, LONDON, E.C.I. 


-CLErkenwell 1577 











FUEL ECONOMY IN THE CANTEEN 


80%, Saving with a BRIFFAULT 


Insulated Coal-Fired COOKING RANGE 


BRIFFAULT Ranges have 50 years’ reputation 
for high efficiency and low running costs. 
They are used in the canteens of many of 
the best known firms in the country. 

We shall be pleased to quote upon 


being advised of the number catered for. 
IMMEDIATE DELIVERY. 


Ask also for details of the BRIFFAULT patent 
gas AUTO-STEAM HOT CABINET. It Is 
GUARANTEED to store hot meals for hours 
without risk of spoiling or waste. 
CONSUMES ONLY 14 CUBIC FEET OF 
GAS PER HOUR. Used in a very large 
number of Works Canteens. 


THE BRIFFAULT RANGE CO. LTD. 


Offices and Showrooms : 
16 Soho Square, Oxford St., London, W | 
Te'ephones: GERrard 5552 & 5553 





~ 
? 


> 


ANA BEN 








Factory Heating 


‘SPIRAL TUBE" UNIT HEATERS 
SIX GREAT ADVANTAGES 


Low Running Costs, 
Ease of Economy of Installation. 





are fitted overhead, 
Warm Air i ODefiected 
Desired, 

Circulates Cool Air in Summer. 


where 


ow e wh— 


Guaranteed for 12 Months. 


From the above advantages the 
superiority of this system will be 
—— realised. If you are requiring 
installation of factory heating, it 
will be well worth your going deeper 
into the merits of the Spiral Tube 
Unit Heaters. 


A LARGE VARIETY OF TYPES 
AND SIZES 


... besides the standard model, 
Spiral Tube Heaters are manufac- 
tured to meet every kind of heating 
or processing problem (such as fruit 
- or leather drying, ete.) in your 

or warehouse, We shall be 
pleased to quote. Let us know your 
requirements, 


The SPIRAL TUBE 
and COMPONENTS 


O. LTD. 


c 
OSMASTON PARK RD., DERBY 








Required Temperature in 30 to 60 | 
minutes. | 
No Loss in Floor Space, Units | 


BP Wwer hs taarwwrns sJ@uwe 


We are able to promise for next month an interesting 
article on the satellite service station portrayed here 


“First of all a set of 
twenty-one menus to form a 
‘standard cycle’ of main 
meals has been drawn up to 
satisfy the demands of the bio- 
chemists, the dietician and the 
chef. The nutritional standard 
of these meals has been pitched 
so high that its regular attain- 
ment is not easy. This stand- 
ard cycle has been introduced 
at one canteen, and the meals 
compared by regular daily 
weighing and analysis with 
those in other canteens using 
pre-existing menus (which in 
most cases were found actually 
to reach the prescribed stand- 





ards), 

“The ‘standard cycle’ is 
being still further improved 
in the light of experience, the 
aim being, when it is optional, 
to introduce it generally, so 
‘simplifying many administra- 





tive, buying and labour 
problems. 

“At present four canteens 
are being investigated inten- 
sively, with daily weighing and 
analysis of sample meals taken 
at random. Later more and 
more canteens will, with the 
help of the mobile laboratory, 


be brought under examination 


but will be tested less 
frequently, 
“Special attention can be 
paid to: 


(a) Protein and Fat—strictly 
limited by supply difficulties, 
but so important that it is 
essential to get the maximum 
in meals, 

(b) Vitamin A—of which, 
with limitation of fats, it is 
difficult to obtain the optimum 
amounts. 

(c) Vitamin C—which is 
nowadays obtained chiefly from 








| aa 


MEETING THE 


VITAL NEEDS 
OF THE HOUR 





RIGID TYPE 


CANTEEN TABLES 


ENAMELLED TOPS 


illustration shows standard 4’x2’ Table (the most 

popular and easily produced size) with oak or hard- 

wood legs and under-frame, recessed enamelled 

top with black or green flanges. 

sag by insertion of frame under flanges with 
cross supports where necessary. 


Prices sent on receipt"of enquiry, with particu- 
lars of folding type— 


C. W. CAVE & CO. 


Radiant Works, Barnsbury Park, London, N. í 
Telephone—NORTH 4457-8 


Top free from 


LTD. 





J 
i 
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WHY you should serve —— Soups 
in YOUR canteen — 


1 Newforge Soups have high-rating nutriment 
value, thus ensuring to the worker the 
sustenance so necessary to his health. 

















Newforge Soups are highly concentrated, 
therefore go further. 


Newforge Soups are points free, thus 
enabling you to build up a stock and leave 
precious points for other foods. All 
canteens should have good soup reserves, 
especially so for use on night-shifts. 


4 Supplies are always ready for delivery from 


Glasgow, Liverpool, Manchester, London, 
Bristol, Cardiff, Swansea and Birmingham. 


ini 


We shall be happy to 
advise you and give you 
the benefit of our long ex- 
perience in the making of 
manufactured foods. 


Address your enquiries to us < 


NEWFORGE 


OUR RANGE OF CONCENTRATED 
MEAT SOUPS INCLUDES: 
Concentrated Meat Soup - Pea Soup 





Celery Soup - Ulster Broth LIMITED, 
Mulligatawny - Oxtail - Kidney, MALONE, BELFAST 
NORTHERN IRELAND 


CAN OPENER 


AS SUPPLIED TO THE ADMIRALTY 
R.A.F.. THE BRITISH ARMY, ETC. 


One of the most trying, and not the least dangerous 
task in the Canteen Kitchen, becomes one of the 
easiest and 100% safe when there is a “Champion "' 
Can Opener to do the job. 


The “ Champion” grips the can and holds it firmly, 
while the easily turned handie rotates the circular 
cutter, giving a clean opening free from jagged edges. 


Using this time and labour saver, cans of all sizes can 
be opened in a jiffy, and it is made to stand up to years 
of hard wear. Write for further particulars to :— 


MEDCALFE & Co. Ltd. (Dept. C.), 141-2 Saffron 
Hill, London, E.C.1, Phone & Grams—Holborn 5627 


= — 


CANTEEN 78 BUSINESS for: * 


vegetables and therefore from ; ‘ttt T — 
the “main” meal. It is easily |: An Essential in Every : 
lost to a serious extent by bad |: 
cooking and serving methods, | : Drawing Office 
“An example of the problems | : 
being investigated : ; 
“It is not difficult at all : “UNO” 
seasons to obtain the necessary : PEN STENCILS 
50 mg. per day of Vitamin C : 
from raw vegetables, but 
cooking appears inevitably to 
destroy some 20 per cent of the | : 
vitamin in vegetables, and bad | : 
| cooking methods may lose as 
much as 80 per cent or 90 per | : 
cent. Delay in serving after | : Q 
cooking (and some delay is : 
— causes still further : All sizes of lettering for : 
oss. : : ; $ 

“Hence we are experiment- | : P san aad, SERWIS: one 
ing with various methods de- ; and showcards can be : 
signed to cut down (or, ideally, : quickly and easily made. : 
abolish) this loss, EE E o en ; 

“Some of the vitamin | 
pt i cooking escapes into | A. WEST 
the cooking water, so we are 
trying ways of conserving it. | & PARTNERS LTD., 
there and of using this cooking | 36 Broadwa 
water (which may contain | A Y» 
other valuable food factors as | Westminster, S.W.I. 
WEIL) Mi oOokin processes.” f ujani aias ' 















Are YOU using 
all your 


EDIPHONES ? 


There are Ediphone users who 
could manage with fewer machines 
than they possess, Can you re- 
organise to cut down the number 
you use without loss of efficiency? 


If so, we can take all those 
you can release to us to be held 
for allocation by the Directorate 
of Office Machinery, Board of 


Trade, to firms on essential work SMALL TRADERS | 7 RECTOPHOT RAPID 
— — INSURANCE: NO COVER : = REPRODUCER 
We shall be glad to know if COMPENSATION | ; 


you can release any of your 
Ediphone dictating, transoribing 
or shaving machines, 


HE Board of Trade are 
informing the small trader 








and manufacturer, that unless |; 
they insure their stocks and): 
equipment, they run a great): 
9) 83508) PB aa o | risk of losing them without : 
— — receiving a penny in compensa- | 3 
Voice W:iting i aaa 
The Board points out, in|: 
stressing the wisdom of this 
| precaution, that two insurance | : 
THOS. A. EDISON LTD., |/Schemes are available. | i 
4 rhe insurance of stocks 1s : Perfect oto copies of: 
Victoria Ho.,Southampton Row only compulsory if they are, : — in a ——— ; 
London, E.C.1. Tel.:Holb.9988 || worth more than £1,000 or :in your own office. No: 
Branches and Dealers £200 in the single exception of : checking. No dark room : 
in all principal cities. licensed food retailers, : required, : 
The insurance of equipment, | Mossa seeds Sonccesesabh cose nccosoceccscuséosdscesspecese 5 
e.g., the machinery of the small | ZZ 
manufacturer, shop accessories | 


Eliminate all worry ‘in reporting 

ei PE Saa and the books of professional PROTECTIO 
eetings, etc, by calling in | men, can be effected under what H. 

is known as the Business by PENFOLD 

The | Scheme. Here again the limit || Nothing to equal Penfold Chain 











for voluntary cover is £1,000 || Link Diamond Mesh for all om 
London School and the cost of insurance is 5s, | || Slosures, Store and Factory par- 


. eee cos titions, Machi uards, 
of Stenotyping ee et #100 for a penoa OF veyor belts angi ae — 
(Shorthand by Machine), It is important to note in the | || dustrial applications, All types 

latter scheme, that losses of less of metal fencing and light etest 
229/231 HIGH HOLBORN, | than £100 are paid when they | |} *™°t™ra! work... Ask for 
W.C.1 | are settled, but losses above | —— 


(Tel.: Holborn 5104). | ioe aba will ae be pag PENFOLD FENCING Ltd. 

until after the war. terest of | H DEPT. 26, IMPERIAL WORKS 

Accuracy, Prompt Delivery of |2} per cent, however, will | || WATFORD. _- tHLEPHIONE ‘2041 
Notes, Moderate Charges. | accrue, as from date of loss. | — 
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ADAPTA < 


ANTEEN FURNITURE 
STACKING - 


NESTING 


FOLDING OR RIGID 





FOR DETAILS WRITE TO :— 


OXFORD WOODCRAFT LTD., 
474-496 COWLEY ROAD, OXFORD. 


Phone: OXFORD 77555. Grams: TEAMWORK, OXFORD. 











(Reg?) 
DISH WASHER 






~ 

No crockery can be cleaner 
than the last water that 
touches it. The final rinse 
on a “ Dawson Dishwashing 
Machine" is not contam- 
inated by soap or grease, 
but comes clean and fresh 
from the boiler — scalding 
hot — spraying each rack 
full of crockery from aboye 
and below and sterilising 
everything, 


Dawson Bros. Ltd., Ventnor Works, Gomersal, Leeds. 
London A 


ddress: Roding 


W oodford 


Lane, Southend Road, 
Green, Essex, 








Canteen i 
Equipment *> 


SUMERLING ‘Service for 
Urns of every description 
Machines for all purposes 
Electric Cooking Apparatus 
Roasting and Baking, etc, Ovens 
Labour and Time Saving Utensils 
Insulated Wagons and Containers 
Non-Pressure Type, etc. Boilers 
Gas Heated Cooking Apparatus 
Service Tables and Hot Cupboards 


beens 


Offices . 
44, BERNERS ST., LONDON, W.1. 
Works: Acton Lane, Harlesden, London, N.W.10 













7 Tips on— 
OFFICE ECONOMY and SALVAGE 


BUSINESS for ,+ 


1 For Salvage Stewards. A 
* Clean-Out-Your-Desk ” 
campaign in a big firm pro- 
duced totally unexpected results 
in a large amount of salvage— 
paper, metal, rubber. 
Salvage stewards should point 
out the necessity for making 
bus and tram tickets and 


similar oddments carried into 











the office and factory, available 
for salvage. Many tons of 
paper are wasted daily by such 


trivial items as these being 
thrown away. 

Many concerns have their 
own radiograms and loud- 


speaker installations, providing 
“music while you work.” Re- 


gettably, records constantly_in 





use wear out — often they 
break. 

Old gramophone records can 
be powdered and pressed again 
to make electrical fittings for 
aircraft—include them in the 
salvage drive. 


Fenders. Firms with 
wharfage, lighters, tugs, 
etc., are asked to release all 


old motor tyres which may be 


in use as fenders, Worn-out 
cocoanut matting or mats made 


Mees into rolls provide an efficient 


* 
oe 
A ‘et 
Ir sice 
í ‘Ass 
BUSS 
* 


war-time substitute. 


Inter - Industrial Economy. 
Some firms are now issuing 





— one general receipt covering all 
a payments made to them during 
iia a specified period. 





truly: à 
R- 


DERES 


ROTARY®*REPRODUCER a 


FRANK R. FORD LTD. Sparkbrook, Birmingham, II. 
— — — —æçæ 























a collected by the Gas Li 


4 Drive. 


This permits all original re- 


ey ceipts to be released for salvage. 
pie A 


Unlocking Europe. Over 
150,000 keys have been 
5 : : and 
ompany in a Salvage 
These weigh suficient 
to make over 75 Bren Guns 


Coke 


a complete with tripods. 


Transport. Six cartloads 

of salvage equal sufficient 
cargo-space to transport a full 
load of bombs for a heavy 
bomber, or to carry enough 
food for a company of soldiers 
for a fortnight, 

The equipment of an infantry 
division, including motor trans- 
port, will fill seven 10,000-ton 
ships, The ammunition alone 
weighs 1,800 tons—enough to 
fill 600 3-ton lorries. 


6 Cork Packings. Commer- 
cial manufacture of cork 
packings made from granulated 
cork is now taking place in this 
country, and it is anticipated 
that they will be able to take 
the place of bottles in many 
cases at a cheaper price. 


Albumen Substitute. A 
photo-litho synthetic al- 
bumen has been made generally 
available to the printing indus- 
try. It is not only less expen- 
sive than albumen, but only re- 
quires 4 ounces where 9 ounces 
of real albumen were needed. 
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CAVEDEX 
JUNIOR 


Visible Index Books 
50 Cards 
ALL AT VIEW 


are specially designed 
to give quick refer- 
ence for individual 
routine work. Kept 
in the desk drawer 
they provide a handy 
‘at-a-glance’ record 
on important matters 
such as urgent sup- 
plies, urgent deliver- 
ies, urgent enquiries, 
etc, etc. Price list 
on request, 


C. W. CAVE & Co. Ltd. 


RADIANT WORKS, BARNSBURY; PARK, 
LONDON, N.1 NORTH 4457 











This AUTOMATIC SECRETARY 
Takes Care of Your Detail and 
Cuts Your Day's Work» 


to deal swiftly 
systematically with all 
your papers and correspond- 
ence; frees you from details 
and minor matters; automati- 
cally reminds you of commit- 





ments and things to be 
attended to. 
It contains 48 expanding, follow-up and 
tabbed pockets that take monthly follow-up. Ta tao 
yous papers flat, arranged sizes: Quarto, 11 in. by 
n classified sections: first 104 in. by 3in., and Fools- 


alphabetical section, then 
sections for your daily 


THIS ALMOST HUMAN DEVICE 


ge tidy you all letters, etc., requiring attention each 


cap, 13, in. by 10} in, by 
$ in, 


y. 
—Insures correspondence being answered on correct day, 
—Sees accounts go out and are followed up regularly. 
—Brings matters up continually until finally dealt with 
—Prevents loss of important papers and documents 
—Keeps your desk clear and papers systematically filed. 


Fill in and Post this Coupon TO-DAY ! 


— — — — — — 
BUSINESS PUBLICATIONS Ltd., Whitefriars House, 
Tallis Street, London, E.C.4, 


I enclose remittance of............000...... for which please 
send me: 
Tenan Desk Secretarie (F’cap) at "n —— 
— «Desk Secretaries (Quarto) at 17/6) and — 
o ADS AAAS — 
a e R N NA B31. 


This " Executive's Desk Sec- 


8l 





How to make 


PAPER 
do more work 


for you... 


Ry obtain greater value in RESULTS from 

your printed stationery, use PARAGON 
“ Numero-Carbon " systems. Ask for leaflets 
required, enclosing Id. stamp for each, or 
better still, make an appointment with a 
Paragon representative. 


Paragon “ Numero-Carbon’ 
solve many war-time problems. 


systems 


PURCHASE ORDER 
SYSTEMS 


Leaflet 630A describes a 
simple but complete 
system for the requisition- 
ing, ordering, following-up 
and receiving of goods. kt 
effectively ties up all loose ends. 





A FILING-cum-BOOK- 
BINDING DEVICE 


Leaflet 565 illustrates one of 
the best ideas ever invented 
—the Paragon Self-Binder. 
Any Paragon stationery can 
be supplied ready-punched 
for filing on this binder, which incorporates a book 
binding device. Not sold separately. Enclose Id. stamp 





BETTER LOOSE- 
LEAF BINDERS 


Leaflet 383 shows the ex- 
tensive Paragon range of 
industrial and commercial 
loose-leaf binders, for 
which we have been famous 
for over 35 years. They last longest and cost least 
To-day'’s best value. Enclose ld. stamp. 








CO LTD 
WORKS, LONDON El6 
UEENS HOUSE, 28 KINGSWAY WC2 - BRANCH OFFICES 

IN BIRMINGHAM + BRISTOL + GLASGOW + 5 

LIVERPOOL - MANCHESTER +» NEWCASTLE-ON-TY NE 

TED COMPANIES THROUGHOUT THE EMPIRE 


LAMSON PARAGON SUPPLY 
rdination™ + Frere ve 


+ “A Ministry of 
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ANO THE USA + REPRESENTATIVES EVERYWHERE 
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DRAWINGS - MAPS - 










The increasing demand necessi- 
tated by the War effort upon in- 
dustry’s personnel, applies in the 
first place to the Drawing Office. 
The Ruthurstat process is in cer- 
tain factories reducing eighteen 
months’ tracing of Engineers’ 
Drawings to six weeks, at a cost 
of £1,500, as against £4,500. In 
addition to its importance to the 
Drawing Office, it serves as a 
general utility unit, interdepend- 
ent with the whole organisation. 


The strain placed on executives in 
relation to Government Forms, 
Tenders, Contracts, etc. (which 
require many hours’ laborious 
t and checking), can be re- 
lieved by the installation of the 
Ruthurstat process, which enables 
you to obtain exact erroriess 
copies of vital documents. 


RUTHURSTAT LTD., 
12-13 ASTOR HOUSE, 
ALDWYCH, LONDON, W.C.2 
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WAGES PAYING 


P 
ON 





Whether for a ld. 
or 9/ll and it’s paid 
immediately into your 
envelope or tin. 

We have models to 
meet all conditions for 
a payroll of 200 or 
20,000. 

Full particulars from: 


R. A. L. Ltd. 


Suppliers of 
BRANDT WAGES MACHINES 


41 Furnival Street, 
E.C.4 (HOLborn 2179) 


BLUE PRINTS - 
CAN BE COPIED WITH THIS APPARATUS 








British 
Patent 







No Dark Room 
No Focus 
No 8hii/ 














The Ruthurstat Electro-Copyist. 


Full range of sizes from Office Models 
to 42in, by 32 in, Engineering Models. 






* 10 

hours typing 

reduced to 30 minutes - 

6 months tracing reduced to 2 weeks 






are used by firms all over the country 
for essential records, including :— 


COST OF PRODUCTION 
| STOCKS IN HAND 


LABOUR à WAGBS 
PROGRESS 


“Robin” leaves are usually ruled 
and printed to customers’ individual 
requirements but a limited number of 
stock-pattern leaves are available. 


“Robin” Binders to take the record 
leaves are made in ten sizes, in 1)" and 
24° capacities, in buckram and pigskin 
bindings. 

Alphabetical and other indexes are 
stocked. Looseleaf sheets for any 
| make of binder can be supplied. 


“Robin” Looseleaf Ledgers and most 


of our looseleaf specialities are still 





DOCUMENTS 


















BUSINESS for * 
SALVAGE STEWARDS 
NOW UNITE 


AST month we asked 
readers “Have you ap- 
pointed a salvage steward?” 
and we put you in touch with 
the Directorate of Salvage and 
Recovery, 


Now we draw your attention 
to an interesting new develop- 
ment promoted by the same 
department of the Ministry of 
Supply. 

The scheme aims at the ap- 
pointment of a Salvage Officer 
in every factory; who may be 
either part-time or whole-time, 
to stimulate and organise the 
maximum recovery of salvage 
in each works or department of 
the works, 


Leaflets for the guidance of 
such salvage officers are pro- 
vided by the Ministry and, if 
desired, a limited number of 
posters will also be supplied. 

Industrial Salvage Groups 
are being formed consisting of 
the Salvage Officers of the 


| works in any given locality, 


These groups elect their own 
honorary secretary and arrange 
occasional meetings of their 
members to exchange informa- 


tion and ideas and to discuss 


any problems of disposal or 
treatment of salvaged mate- 
rials. On such problems the 
Directorate of Salvage and Re- 
covery, Ministry of Supply, is 
glad to assist and will, where 
necessary, undertake special 


| investigation and research, 








| interest in 


The plan serves a valuable 
twofold purpose—it arouses 
among the employees an active 
promoting the 
salvage of the odds and ends 
and waste material that arise in 
the course of their work, and 
it’ enlists the combined experi- 
ence and technical knowledge 
of specialists in solving prob“ 


lems relating to the __ best 
economic use of dificult 
materials. 

Although the plan was 


launched only recently, over 120 
district groups have already 


| been formed, with a member- 


ship of about 3,000 firms, and 
many other groups are in pro- 
cess of fogmation. 


Firms interested are invited 
to communicate with the Direc- 
torate of Salvage and Recovery 


| (Industrial), Berkeley Court, 


"+ JULY, 1943 


The business end of war 
is metal and machines 


To keep our war effort effective we must not 
lose sight of the vital importance of metal and 


machines—without them our fighting forces 
might just as well give up the ghost. More iron 
and steel scrap is needed. More idle machine 
units—old and obsolete plant, steel framed 
buildings, old ships, ships’ engines. 


Cox & Danks Ltd., have 11 branches up and 


down the country, each awaiting information of 


material or plant available as scrap, or for dis- 
mantling, This Company's resources and service 


are at your dis 


COX & DANKS Ltd. 
IRON AND STEEL SCRAP MERCHANTS, 
DEMOLITION AND DISMANTLING 


Dismantiing Depts.— 


HURLINGHAM WHARF, LONDON, 5&.W.6 
Tel.: Renown 4211 
SHEFFIELD—STEVENSON ROAD Tel. : 41216 
MANCHESTER—FREDERICK ROAD, SALFORD, 6 
Tel.: Pendieton 2451 
BIRMINGHAM-—LANGLEY GREEN, OLD BURY 
Tel.: Bro, 1611 
_, Also a Peony, — Park Royal, Bedford, 
PAL oe ansea, Newcastle, Coventry. 
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\ a@, CONTROL 


THE INTERNATIONAL 
TICKETOGRAPH SYSTEM OF 
PRODUCTION, PROGRESS 
AND PAYROLL CONTROL 

is fully described in the 


Booklet 7334/8 which will be 

sent to you free on request 
TheTichetograph System maintains operation 
costs already Sixedin advance, and shows the 
position of jobs at each stage in production 


INTERNATIONAL TIME RECORDING CO. LTD. 
International Works, Beavor Lane, W.6 
Showrooms :112 Strand, W.C.2. TEMple Bar 5841 









INDUSTRIAL 








LIGHTING 
UNITS 


| 


| 


MEKELITE industrial Lighting 
Units are available with various 
lengtus of arms and pillar. Bases for 
wall, bench or machine mounting; 
also heavy bases for portable use 
Small refiectors for 12-volt lamps can 
be supplied. 


Catalogue sent free on request. 


MEK-ELEK Engineering Ltd., 


17 Western Road, Mitcham, Surrey. 
Telephone: MiTcham 3072. Cables: Mekelek, London 
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| DERMATITIS CURED 


(Continued from page 62) 


HEALTH 


x 


SUPPLIES FOR 


the skin ready to accept an 
adequate barrier substance. 

There are 
the production of an adequate 
barrier substance : 

(1) It must be easy to apply 

and easy to spread, 

(2) It must contain a barrier 
against substances 
which it desired to 
afford protection, 

(3) It must contain the neces- 
sary unsaturated fatty 
acids for the maintenance 
of a healthy skin, 

(4) It must be economically 
within the range of in- 
dustry. 

It must be cosmetically 
attractive or it will not 
in practice be used. 


| 


is 


1 
COFFEE URNS 
6 galls. 


(5) 


TRIC PLATE 
FARMERS and EXHAUST FANS 
HOT CUPBOARDS 


Workers must Co-operate 
with Doctor 


When a particular factory 
has a particular requirement we 
have made it a point that when 
such a requirement has been 
notified we have gone to investi- 
gate this on the spot and we 
have worked on the spot with 


ELECTRIC FIRES 
Ul and 2 kw.) 


their doctor, 

I believe that only in this 
way can this problem be ade- 
quately solved. 

The Medical Department 
maintained by my firm is at the 
disposal of all industrial con- 
cerns, This gives free advice 


ELECTRIC IRONS 


ELECTRIC 
ORYERS 
in industry and other matters 
relating to the welfare of the 
worker. 

Capsules or emulsion contain- | 
ing these unsaturated fatty 


ELECTRIC 
BOILING PLATES 
Patented pit” 
(prorrateo cracking) 


workers’ diet, so that the skin 
may be kept healthy and chemi- 
cally normal in structure. An | 
unhealthy skin is always more | 
easily attacked. 


Other products include - 
DESK LAMPS, SHELL INSPECTION 
LAMPS, BELLS, ELECTRIC BLOWERS, 
Ete. 


sUPREMe 


Trade Mark 


L. G. HAWKINS & CO. LTD. 


30/35 Drury Lane, LONDON, W.C.2 
TEMpte Ber $8! 1 


and we find that when their 
functions are explained the em- 
ployee readily co-operates in | 
their use. 


| They are harmless, have no 





saturate containing these un- | 
saturated fatty acids in high 
| proportion. 





five essentials in 





from 


the workers and’ if possible | 


on any aspect of skin problems | 


The capsules are given daily | 
to each worker on each shift | 


effect on the digestion and are | 
made up of normal vegetable | 


| MILLWALL, E. 


BUSINESS for , 


OURSELF 


JEHA 






Specialists in 
CHANGE-OVER SCHEMES 
EMERGENGT — 


SHOP PLANNING 


Me TOOL EXPERTS 


Record of Fine 
Achievements behind us 


INDUSTRIAL DESIGNS EF 


EAST STREET - WOLVERHAMPTON 


TELEPHONE — 25523 





Your 
Wastepaper 


is urgently wanted [for 
essential war purposes! 
ALL Classes of PAPER 
are required such as: 


è BACK NUMBERS 
è OLD CORRESPONDENCE 








| 


acids must be added to the wit è OFFICE RECORDS 


© CARDBOARD 


© WRAPPING PAPER, ETC. 
© Also RAGS &STRINGS 


We can arrange removal 
in any district 


JOHN HILL & CO. (“aste) LTD. 


ARLINGTON WORKS, ARLINGTON 
ROAD., ST., MARGARET'S, EAST 
TWICKENHAM, MIDDX. 
Tel.: POPesgrove 5577 amd 6157 
also at: 


ROSE'S WHARF and 
WEST Aig a. DEVIZES RD., 

N, Wita. 
. Tel.: BASE MLDS, Tel. :SW Indonssez. 





How often have you wanted to speak, 
but held back, silent because you felt 
unequal to the other people present’ 
How many times have you wmissed 
opportunities, or avoided the chance. 
to speak in public—before your bus)- 
ness associates, your club or lodge. 
because of your fear of stage fright’ 
Are you afraid of your own vyolce 

instead of being able to use it a5 one 
of the greatest business and social 
assets in your possession’ And yet 
you might be surprised to know that 
many of the most brilliant speakers of 
to-day felt exactly this way—hbefore they 
learned how to develop their “ hidde: 
talents ” of effective speech. 

And the chances are that you, too, have 
in you the power of effective speech 

which, if unloosed, would be almost price. 
less to you in business and in soctal lite 


THE SECRET OF SUCCESS 


Men who are progressing in business or 
profession to-day are those who break 
the shackles of unseen hands—stage- 
fright, timidity, self-consclousness and 
embarrassment. Everywhere, in all 
walks of life, you find the forceful 
speakers among the leaders, among the 
inen who direct and control. 





+ 7 Unua; 1799 tafe] 
TREND OF BUSINESS |DO UNSEEN HANDS OF FEAR 
HAVE pointed out that the 
face of British business has = 
the past 20 years. It is not only as vy hen you ought to 
that no semblance of free trade a Speak D 
A =: 
at home is also rapidly dis- 
appearing outside the small 
The result is that few large | 
primary industries can pretend | 
tions of competition which 
force a high degree of effi- 
are higher than they need be. 
The case of steel and some 
stances in the trend,” 
I predict that the question of 
pseudo-monopoly will cause 
more public controversy in the 
hours or any labour problem. 
A symptom of the trend of 
in an article by Dr. Arthur 
Lewis, of the London School 
issue of the Modern Law | 
Review. | A NEW AND EASY METHOD 
going to concern every execu- A unique book, entitled “How to Work 
tive can be seen from the new acquire quickly the ability to adress 
business conferences, banquets, lodgers, * 
proposes :— | conversationalist: how to develo 
— | : Jop polse; 
(a) A new Act prohibiting | personality, and how to banish timidity, 
: 2 omar of confidence. Seventy thousand m 
ing the acts which are out- | and women in all walks of life including veeri- executives, Kalinina, 
b Patent laws which | “odgate of natural speaking ability. It has revealed to them an easy WA) 
E o all patents O RET to advancement in position and salary, personal power, prestige and res! 
simple, easy, yet effective method. You, too, can develop this power of 
(c) The principles of public | #Peech—easily, quickly, surely. Send for the book at once. Don't let 
utility regulation or public 


(Continued from page 33) , 
been entirely changed during 
has survived, but competition 
service and selling industries. | 
to be operating under condi- 
ciency, The result is that prices 
other metals are merely in- 
monopoly, semi-monopoly and 
next ten years than wages, 
public thought is to be found 
of Economics, in the April 
How closely this subject is 
Wonders with Words,” explains how to 
suggestions which Dr. Lewis | 
Eg clubs, etc.: how to become an interesting 
trade combinations, specify- — self-consciousness, stage-fright, and lack 
lawed. | clerks, have found in this remarkable book a key that has opened a veritabl 
i A, success, Thousands have accomplished such unusual things through this 
right. 
unseen hands hold you back any longer, Your copy is waiting for vou. 
operation to be extended to 


Sees WHAT THIS BOOK WILL _ THE SPEAKER'S CLUB 
all industries where the | | SHOW You D—— 


economics of large-scale pro- | | How to address business meetings. 








duction necessarily result in | | How to speak before your lodge Marple Cheshire 
H - or c . 
the markets being dominated | | Mow to train sear MANMAY, Bait: Gotan 
by a few large concerns. | | How to make the right impression, o 
Incidentally, Dr. Lewis be- * to propose and respond to Now 
lieves that the maintenance of toasts. for this 


How to make an announcement, maz 

How to write better letters, A ing 

How to enlarge your vocabulary. | Book. 
| 


free markets is a task to which 
the police powers of the State i 

should be applied. If necessary, | | How = SOMATA —— 
through a special Department. sonality. 

The quicker business men start , | How to overcome fear 

to think out the situation which | ~ 








| 
volume Of the consumer, com- È THE SPEAKER’S CLUB (Dept. B/ES27), Marple, Cheshire, } 
plaints on prices, the better it | 4 Please send me your inspiring book, “How To Work Wonders | 
> . . . | y P il’ = Ps | ` at * $ iP a > J ` 3 " - { 
will be for British business f with Word: pnd subsequent literature. I enclose 2d. stamps. 
both at home and abroad, Be fe yo yee 
s4 The Economic Function of PE: ig s BRE S A o eho A E a E ANa E T a TE A | 
SN Sg SS EO e E R EA SE A IEI SE EEA ER EI O | 
Buses reheat 040. price D. | Cases @ oud bab oe ae ee ee SS 


.. ea ala r sas o 2:°°7°247 & @&e eure 


NEW-— for the Office and Factory 


Summer-time brings its 
own health difficulties to all 
factories, but especially to 
those in which work is done at 
very high temperatures. 
Managements are perturbed 
with the marked rise in absence 
through gastric troubles. To 
the layman, the mystery is 
deepened by reflecting that the 
average summer diet is a much 





healthier - one than at other 
times of the year. 

Explanation is a physiological 
one. Work at high tempera- 
ture causes profuse perspira- 
tion, With the sweat, essential 
salt, necessary to a strong di- 
gestive function, is carried 
away from the body via the 
pores of the skin. 





The Prime Minister 
By FRANK O. SALISBURY 


C.V.O., R.P., R.O.L, 


Exhibited at the Annual 
Royal Society of Portrait 





R.1., LL.D. 


Exhibition (1942) of the 
Painters, Royal Academy 


Reproduced in full colours— 


PRICE (framed 


tincluding Purchase Tax) Carriage 
Overall dimensions—30in.x22}in. 


complete) £6 6s. 


each 


and Packing extra 
Portrait—I9}pin.x15in. 


BOARD ROOM, CLUB, or CANTEEN 


See — — — — — — — 


— — — — — — — — — — «meee 
i A COPY SHOULD GRACE EVERY ý 
| 
i 
f 


RAPHAEL TUCK & SONS, LTD. 


Fine Art Publishers to T.M. the King and Queen 
* and to H.M. Queen Mary 


15, APPOLD STREET, LONDON, E.C.2 





Often meals bring on a feel- 
ing of nausea, 

Copious draughts of water 
or beer merely assuage the 
thirst, but they are deficient in 
salt and frequently give rise to 
a condition known as “ Stokers’ 
Cramp.” 

The cure is salt. But to take 
in the usual manner in sufficient 
quantity would in itself produce 
gastric disturbances, 

Many firms have found that 
supplying their workers with 
Southon Brand Sodium Chlor- 
ide tablets they are overcoming 
this summer complaint, 

The tablets are specially pre- 

pared with a tasteless coating 
obie in gastric secretion 
but soluble in the alkaline 
medium of the small intestine. 

In this way the nauseating 
effects of large doses of salt 
are overcome, At the same 
time, the body salt content is 
maintained at that level neces- 
sary to vigorous health, 


SPACE AND SPEED 


Mechanical book-keeping is 

rapidly becoming universal, 
and the modern successful busi- 
ness executive can usually see 
the results of the previous day's 
efforts completely analysed. 

Probably no other factor has 
contributed as much to the 
growth of efficient industrial 
organisation as the high-speed 
factor, 

In times past, 
were usually only obtainable 
annually or semi-annually, and 
then only after prolonged 
efforts on the part of the 
clerical staff, 

With mechanisation it is 
obvious that an efficient system 
of keeping the results of the 
analyses and other documentary 
record is a prime necessity. 

When the question of records 
storage accommodation has to 
be considered, it is equally im- 
portant to consider not only the 
type of records, but also to 
bear in mind the space such 
records will probably occupy 
and also the frequency with 
which they will be referred to. 

When accounts are very 
active and daily postings 
amount to 65 to 80 per cent of 
of the work, small units are 
used and binders provide the 


figure facts 





Stoutly fashioned and designed 
to partner mechanised office 
equipment 


best method of record-holding. 
Floor space and storage spac 
is then saved, . 


Where large units of over 
600 accounts to a unit are 
under control, and where little 
reference to the records is 
made by persons outside the 
accounts department, trays 
form a much more suitable 
medium of storage. 


The post Haste Ledger 
Binder manufactured by Twin- 
lock Ltd., is designed for ex- 
treme speed in operation and 
therefore is the ideal partner 
to high-speed figure mechan- 
isation. 


To open and close the binder 
is a matter of split seconds, It 
is dronped into an opening tray. 
the lever is pulled across and 
the operator is ready to begin 
work, A binder will contain 
500 sheets comfortably. 


Systems requiring statements 
and ledger sheets working to- 
gether, can be held satisfac- 
torily, and an ingenious method 
of side punching enables the 
sheets to be fed into the 
modern front fed machine with 
no danger of tearing. 


All binders are built from 
solid laminated boards and 
stand up to the most exacting 
conditions. The opening tray 
is a practical engineering job, 
well finished and easy 
handle. 


For all purposes where 


ledger binders are desirable, the | 
Post Haste equipment is prov- | 


ing entirely satisfactory. 


to | 


LASTING INSULATION 
3 Varnished glass fabrics and 
tapes have been developed 
for use in motors, and wher- 
ever undue heating or over- 
lgading is likely to occur. 
Varnished film or cotton 
fabrics are not able to stand up 
to a higher temperature than 
100 deg. C., while glass retains 
its insulating property until it 
approaches its melting point. 
Ordinary varnishes used on 


instlating work rapidly lose 
their insulating properties at 


— e — —— 


higher temperatures than 140 

g. C. As the film softens the 
cotton becomes charred. 

This new material is practi- 
cally non-hydroscopic, and re- 
sistance to acid vapours is a 
strong feature. 

Varnished glass fabrics are 
manufactured in thicknesses as 
follows: 4, 5, 6, 7 and 12 mils. 
The cloth is in 50-yard rolls 
36 ins, wide. 

The tape is made in 50-yard 
rolls of #ins,, 1 ins., tł ins, and 
thins. widths. Other widths 
are supplied to order, 





ELLAMS DUPLICATORS 


and appliances are proving thelr 
lasting qualities year after year. 


STENCILS @ 


INKS 


RIBBONS @ CARBONS 


— — — — — — 


ELLAMS M.10. 
Automatic Electrio Rotary. 








are made of material 
specially manufactured for 


DURABILITY 


* 


ECONOMY 


EFFICIENCY 


Write for full particulars of 
Ellams range of products 


BRANCHES EVERY WHERE. 


DUPLICATOR 
CO. LTD. 


Astor House, Aldwych, London, W.C. 2. 
Phone: HOLborn 5365 


MAKERS 


OF 
BRITISH DUPLICATING EQUIPMENT FOR 


50 





YEARS 


INDUS TRIAL PROD UCTION EQUIPMENT üü 





With signposts 
going up again, 
the new genera- 
tion of cyclists 
and hikers can 
find their way about more easily. 
Isn't it time your business sign- 
posts went up again? In other 
words, isn't it time you began 
to direct the new generation of 
shoppers to your products by 
resuming Advertising? - 

Why not ask Sheldons of Leeds 
to submit a war-time adver- 


scheme covering Press 
- 7? 


eidons ita 


Sheldon House, Queen St. Leedsi 


Established over 100 vears 


w 





| RUBBER ISTAMPS 


| & METAL MARKING DEVICES 
OF ALL DESCRIPTIONS 


JOHN H. ELLIOTT 


Monostamp Works, Langsett Road, 
SHEFFIELD, 6 





FOR SALE 


— — — — Crc7 — — 
Romeotype Printing Machine Model 
59, together with compete Fount of 
Printing Types suitable for printing 
all types of Office Stationery, pub- 
licity material, etc.—Full details from 
Broadway Engineering Co. Ltd., 
Carlisle Road, Hendon. N.W.9 


MISCELLANEOUS 


Efficiency Control and Development. 
Latest methods show best results 








Booklet free. Wim, \ Taylor, 
Commercial Consultant, Listerdale, 
Rotherham. 





SACKS 


Backs and Bags forall purposes. John 
Braydon, Ltd., 32 Aylmer Parade, N.?2. 
Telephone: MOUntview 1137/8 
London's Tiargeet Holders 


TIME RECORDERS 


Time Recorder Wanted. State make, 
condition and price.—Write, Box 345, 
c/o Bosiyess, Whitefriars House, 
Tallis Street, E.C.4. 


WANTED 


Sixty Steel Tubular Chairs for Canteen 
use. For works engaged on Essential 
Works Order.—Box (£52, c/o BUSINESS, 
Whitefriars Honse, Tallis St.. F.C.4 

















SPREADING THE LIGHT 
4 An interesting change-over 
to modern lighting has re- 
cently been carried out in an 
old-established engineering 
works which under pre-war 
conditions was able to carry or? 
with Tungsten lighting installa- 
tion that just sufficed. The 
general effect was gloomy and 
depressing, the lighting points 
being positioned incorrectly in 
an attempt to serve the dual 
f general shop light- 


purpose oi 
ing and local machine tool 


lighting. 

The installation 1s now oper- 
ating with complete satisfaction 
to the executive and operatives 
“ Steray ” 


Huorescent 


alike. 





— — — — — — — 


tubes, giving daylight effect, 
now provide a greatly increased 
intensity of illumination 
throughout, and on account of 
the diffuse character of the 
light, shadows have been elim- 
inated, giving at the same time 
a very cheerful appearance to 
the factory shops. 

[t is interesting to note that 
the total load rer the new 
lighting is almost identical 
with that of the old Tungsten 
lighting and that local lighting 
on machine tools is no longer 
necessary, 

The two photographs show- 
ing “before” and “after” 
views, we feel, speak for them- 
selves, 
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FROM ANYWHERE 
WITHIN 50 FEET 
OF AN INSTRUMENT 
— WORK /S NOT INTERRUPTED 


_Loudspeaking- Systems 


are still available to firms engaged 
on essential work. 


$ 





details 
to : 


MODERN TELEPHONE 
COMPANY LIMITED 


“139 TOTTENHAM COURT ROAD, 
LONDON, W.1. 
TELEPHONE — EUSTON 3994-5. 


s 


“MODERNPHONE™ 


| 
for E 
| 


™™ < 


Cate», | The). 
oe Dictaphone 


kd 


for 


War Work 


By THOMAS DIXON 


In Britain to-day we are learning to make 
everything last clothes, radio, 
shoes, must be made to give service. 


What was once a matter of thrift and 
common sense is to-day also a matter of patriotic 


— We must save all we can. 
need for saving is particularly pro- 
nounced regard to Dictap 


in 


pment, 
“a HERE IS AN URGENT NEED FOR 


DICTAPHONE DICTATING MACHINES 
IN ALL PARTS OF THE COUNTRY—A 
NEED THAT CANNOT BE SUPPLIED 
FROM THE NO B 
CHANNELS WAR - TIME 
CONDITIONS, . 


The Dictaphone method is daily helping to 
orders and 


with 
— it doubles their ability to get things 

one, 
But there are not enough Dictaphones. The 
business 


would treat article in great 
spat opiy. ere are three points that will 


1. Make your present Dictaphone equipment 
lat, eee CE ET ee 
; your Dictaphones serve you y 
maint them at full w efficiency. 
3. IE OWING TO WAR CONDITIONS, 
» YOUR NORMAL BUSINESS ACTI- 
VITY HAS BEEN REDUCED AND 
Fe OF Aa DICTAPHONES 
TEMPORARIL 


SUPERFLUOUS, 
LET US KNOW WHETHER YOU 
ARE WILLING TO RELEASE THEM. 


at 100 per cent, i 
ought to be on full 
once to :>— 


The PICTAPHONE co.crp. 


(Thomas Dixon, Managing Director). 
(Dept H) Kingsway House, Kingsway, W.C 2 
Telephone : HOLborn 4161 (5 lines). 
And at Manchester, Birmingham, Giasgow, Leeds, 
Liverpool, Bristol, Newcastic-on-Tyne, Dublin A Belfast. 


work to-day. 
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TAYLORS. kss TYPEWRITERS 
Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorders, 
and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 


SAVE TIME— HIRE ‘AN ADDER FOR STOCKTAKING 


THE ALL-RUBBER DAMPER 


The Fron ston Listing HIGHEST PRICES gives squeeze control of moisture. 
asl E PAID for all > 
Makes of Modern 


Office 
Machinery: (95 
Adders, THE — ALL-RUBBER DAMPER. 
Calculators, «cons eS. ae 
Cashiers, . | n 
s eol, to add ton vom nuts Addressers, “ A FEW . 
N subtraction and wide paper carriages. DU plicators, VISIBLE INDEX < 


No modern Office can afford to 





Delightful to use. 








Sy otis“ aa ou ten tne PYPOCWICETS, SYSTEMS 


GUARANTEED ADDOMETER 


Rapid Automatic Addition & Subtraction. Steel Safes 


Rests flat on the books. For Decimal or 


Ordinary Figures and Feet and Inches, etc. & Furniture FOR SALE 


URGENTLY SAFES, 


WANTED DESKS, 
FOR * CHAIRS 


eee, NATIONAL 4 TABLES 
MONEY MODEL SERVICE 


Adds to £9,999 19s. 114d, Price £6 6s. 
When ordering state for what purpose 
required, Also a cheaper pocket Adder for 
ordinary figures and Indian money, in Turn your 
case, 30/- post free, 


ROTARY GALANA TONS SURPLUS cap £ 
OFFICE mg 
EQUIPMENT ELIMINATE | LOSS AND FRAUD BY 


us! UARD,” THE BEST 
INTO CASH CHEQUE PROTECTOR 


- Used by leading Banks and firms. Do you 
and help the ranije thst an altered cheque is your 
own liability? Price £12 12s. 


— 





For al) calculations, Multiplies, divides, 
adds and subtracts in 1/10th time taken W All makes of Cheque Writers at 

te do so mentally. ar Effort bargain prices, Ask for list. 
2 — — — — — — —ïs — 
— ith ae pond Mila 74 CHANCERY LANE (Holborn End), 


TAYLORS TYPEWRITER MARKET 4's: Maidenhead. London. W.C.2 
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Is typing 


a big item 









in your office?.. 


Decide to use Primus Con- 


tinuous Stationery and put 
an end to constant time 
wasting operations in the 
working day of your typist 





Routine office duties unless tackled 


ifficiently will sabotage your efforts 


IPR TIMI WS 


CONTINUOUS 
| STATIONERY 








‘0 keep ahead of schedule—they are 


vitally necessary. Invoicing, Goods 






Received Notes, Works Orders, Pur- 





thase Orders, etc., these are your 
lecessities. Get them done quicker— 
et them handled by Primus Con- 
inuous Stationery and you've scored 


t victory over old-fashioned methods 


x% 


CARTER - DAVIS LIMITED 
QUEEN ELIZABETH STREET, LONDON, S.E.1. Tel.: HOP 0204-5-6) 
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` 


COMMUNICATIONS 


A.R.P. Systems. 





Our apologies to epicures for 
picturing a seldom-seen sight 
nowadays. 





Inter-Communicating But York ham will return to satisfy 


Telephones. gastronomic tastes just as “‘ Pedigree ” 
Copying and “‘ King’s Own ” Drawing 
Pencils will re-appear to satisfy writing 
ones, when normal conditions prevail. 
Staff Location and It’s a time to anticipate with zest. 





Broadcasting Systems. So if for the duration the most famous 
l brands of CUMBERLAND pencils 
appear in “ uniform’ yow’ll find them 


7 ee — ” true pedigree stock inheriting all the 
‘Music - While - You - Work. high traditions of the Birthplace of 


Pencils. 
Availabl Rental, \ T 
——— Ea cide UMB É R LAN l 


Sot PENCILS 
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For Essential War 
Establishments, also for 
peace time requirements. 





THE BRITISH HOME & OFFICE 
TELEPHONE CO. LTD. 


MADE AT KESWICK 
73, Gt. Peter Street, London, S.W.1 "THE BIRTHPLACE OF PENCIL 
Telephone - - - ABBey 4242 (P.B.X.) 


: Sales and Enquiries to British Pens Ltd, Bearwood 
Established 1890. q Birmingham 








ACCURATE AND UP-TO-DATE FIGURES IN | 
; NECESSARY DETAIL 


are secured with the minimum of staff by using 
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- PUNCHED CARD ACCOUNTING MACHINES 


Powers, the original punched card accounting and statistical system capable of 
writing accounting records and instruments of account, has been continuously 
developed to provide the most rapid means of producing all costing, production 


control and accounting figures. 


Plan now for post-war development and investigate the merits of Powers machines 
and methods. Powers technical advisers and accountants will without obligation 
study the requirements of all branches of your accounting work. PRODUCTION 
AND MATERIALS CONTROL - PAYROLL AND ALL ANCILLARY | 
OPERATIONS - COSTING OF MATERIALS, LABOUR, OVERHEADS, | 
ETC. - INVOICES - STATEMENTS, ACCOUNTS - AND ALL 
FORMS OF STATISTICS. | 


POWERS MACHINES MAY BE RENTED, HIRE-PURCHASED OR PURCHASED OUTRIGHT 


POWERS-SAMAS ACCOUNTING MACHINES LIMITED | 


POWERS-SAMAS HOUSE - HOLBORN BARS - LONDON, E.C.I 
i x Í 


RUBERY OWEN “STACK PANS” are invaluable, used as 
workpans, in Works and Stores. The addition of brackets on 
their sides, enable pans to be stacked one on the other and so- 
used as bins for the storage of small parts. 


natively Racks 72in. by 42in. by 22in. holding 16 pans (as 







MOORE’S 


BILOOSE LEAF LEDGERS 
a 

i A ® 

e Rapidity and Security 

t No more torn punch holes 
144 

—4 In sheet- sizes: 8”x10’, 9x IV’, Wx 12’, 

K 12” Il”, and 13” x [2° 

M ə 

A variety of standard rulings to choose 
from 


No other Ledger is so quick and easy to manipulate. New sheets can be 
inserted and old ones removed in 20 seconds; a simple pressure on the 
thumb catch releases the mechanism. Accounts are held securely in 
perfect alignment. The Binder is outstandingly durable and handsome in 


appearance. foi , Z : 
PI Write for further particulars : 


Moorrs MopERN METHODS. LTD. 
19-21 Farringdon Street, LONDON, E.C.4 


Branches at: 


BIRMINGHAM EDINBURGH GLASGOW MANCHESTER | 











AND STACK PAN RACKS 


Standard size 18in. long by 12in. wide by 5in, deep. Alter- 


illustrated) can be 
supplied. Finishes—Natural 
Steel or Enamelled. 


ENQUIRIES SOLICITED 
FROM CLIENTS ABLE TO 
PROVIDE STEEL AUTH- 
ORISATION ON FORM “M” 
AND TO CERTIFY THAT 
‘EQUIPMENT IS RE- 
QUIRED FOR INDUS- 
TRIAL PURPOSES.” 


RUBERY-IOWEN 





E CO 


LTD 








OME TAX DEDU 


\JOU will probably have to make some alter : 
wages records in order to provide fo t 
f Income-Tax deductions. The preparatior 
"records is always. a time- limit job, and with 1 
staff you will wish to investigate the time-savin 
arious systems: The requiri 
considerably, but we have S de a 
for forty years and believe that \ we can 
eparation of suitable handwritten or accoun 
systems. In addition to specially produced forrr 
7 individual customers we have available severa 


WMe e shall be pleased to arrange for a represe 
you by appointment, in order to discuss 


orms for use on any accounting. machines of 


19 SURREY STREET, 
7 Phone: TEMple Bar 5203 


“BIRMINGHAM : 


EXCHANGE oe = NT . 
CHARLES STREET, — WESt Bromwich. 0506 PRUDE T — 
CENtral 7634, 


L BUILDINGS, 
ET. 





Dov weve jv 


< Correct Economy for the 


<a, ECONOMY LABEL 


ist JOURNEY, By using War Economy Labels in the 
— exe label on manner intended, you add considerably to 
yack of envelope . r 

and WRITE the life of an envelope. In fact, a stout 

address, envelope can easily be persuaded to under- 
take many more than the three journeys 
shown here. Use Economy Labels yourself 
and encourage your staff to do so; and 
help to conserve vital paper supplies, 


SPECIFY “BUTTERFLY” BRAND 
Noncurling Gummed Papers to’ your 
poe JOURNEY. printers, who will be pleased to deal with 
ross out name e 
ae ances aod your enquiries, 
use front of en- = 
velope for the Telephone : CENtral 6500, ~ 89 
new address, Pe! ek 
\ Bur TRY SRA) 


~ 
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SAMUEL JONES & CI 


IMITE 


16-17 NEW BRIDGE ST,LONDON.EC4 










3rd JOURNEY, 
Use label to 
obliterate 
address on 
front, 












SYSTEMS BASED ON MULTIPLE SETS 

OF FORMS OPERATED OVER THE ALA CRA 
PINWHEEL DRIVE have proved their efficiency 
in a great WAR EFFORT, ensuring precise 
alignment, saving of labour, and clear cut 


results. 





Although the ALACRA PINWHEEL 
DRIVE is being adapted at the present time to those installations 
on essential war effort, each day is one nearer to peace. Are you 
prepared? ALACRA can help you! 


W. H. SMITH & SON, LTD. 


BUSINESS FORMS DEPARTMENT, 
BRIDGE HOUSE, LAMBETH, S.E.I. 
HEAD OFFICE: STRAND HOUSE, PORTUGAL STREET, LONDON, W.C.2. TELEPHONE: HOLBORN 4343. 


* BI EERSTE EPRSER AOE " 
. 
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synonym for SECURITY. The same sound craftsman- 
ship which has made MILNERS’ SAFES and STRONG- 
ROOMS so universally respected is embodied in 
MILNERS’ STEEL EQUIPMENT, which is designed to 
promote office and factory efficiency.. When peace 
returns MILNERS’ organisation will be ready to resume 
its world-wide service, using past experience to ensure 


Throughout. the world the name of MILNERS is a 
efficient designs for the future. 


OO MINERS 


MILNERS SAFE CO. LTD., 21, HAMPSTEAD LANE, LONDON, N.6. 
Telephone: MOUntview 6655 
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But what wos” 
Newton's 
Production 


Problem ? 


Just this: to make one reflecting 
telescope—only one—that 
would work. 

Design—cost—time.... all 
relatively unimportant. 


Even Newton could hardly have foreseen 
the vast fields of development which were 
laid open by his researches. Hardly a 
fighting machine to-day but owes some 
debt to Newton's principle. Yet, once the 
new design has been proved, the worth of 
the invention is decided by output speed. 
“How many, how soon?” becomes the vital 
question, which only modern production 
control can answer, Kardex is helping 
many war industries to find the solution 
simply, smoothly, and with less clerical 
effort. ) 
te PRODUCTION CONTROL, by A. R. Jackson. 

The above booklet presents an outline of produc- 
tion control problems and practical solutions. 
Sent for 1 /- post free onapplicationto Dept. ©5 
Kardex systems are available only to essentia! 

+ industries. KARDEX 

VISIBLE CONTROL 
SYSTEMS 

1 NEW OXFORD ST., 

LONDON, W.C.1 
Tel.t CHANCERY 8688 















IU 


-ready-carbonise 


BUSINESS jor 





—J LAMSON PARAGON range of 
specialised Business Forms is the 
widest possible—it includes every type 
of high speed stationery— .. . 


Fanfold, Interfold or Interleaved 
Continuous Forms, Unit sets of all, 
kinds, and every type of Manifolding 
Book . . . For really well planned 
scientifically made Office forms see a 
Lamson Paragon representative. 


* 


PARAGON POST CARD 
BOOKS AND SETS 
Save time, save postage and 
save envelopes by using 
bni on Post Card Books 

> ten ‘ . either for 
r Poasa AE, (Postage 
2d.) or Printed Paper Rate 
‘Postage Id.) 


XÆ ENCLOSE Id. STAMP 
FOR LEAFLET 667. 





PARAGON '*CARBAC' 
BOOKS AND FORMS 
Save time and ensure 
accuracy in your hand- 
written carbon-copy 
records by using ‘ carbac” 
books 
and forms. No loose 
carbons to lose or misplace 
Always ready. 


X ENCLOSE Id. STAMP 
FOR’ LEAFLET 679. 


PARAGON 
*‘HANDIFORMS * 
‘Handiforms' are duplicate 
carbon-copy forms used and 
filed on convenient Paragon 
Loose Leaf binders —a com- 
bination lending itself to an 
infinite variety of system 
purposes. 


X ENCLOSE Id. STAMP, 
FOR LEAFLET 5650 








LAMSON — 


PLANNERS AND PRINTERS OF BUSINESS FORMS AND BOOKS 


PARAGON 


nee ee ee) 





LAMSON —— SUPPLY CO LTD - “A Ministry of 
Co-ordination™ - ARAGON WORKS, LONDON Elé 
QUEENS HOUSE, 28 KINGSWAY WC2- BRANCH OFFICES 
IN BIRMINGHAM BR 


HOUT THE EMPIRE 
. REPRESENTATIVES EVERYWHERE 


By TAS/LP. 34 


AND THE, USA 


or 
eee 





calc l One Handwriting, with carbon duplicates 

— | provides these three essential records 

E ONAL J| (1) Personal Record. Complete 

TE analysis of nett amount due 
and record of tax deductions 

(2) Wages Book. Placed ' 
Loose Leaf Binder, the forme: 
becomes a permanent Wages 
Book, 

(3) Employees’ Pay Slips, Com- 
plete facsimiles of (1) and (2) 
these show how the money in 
the envelope is made up. 


Let us send you a sample set oj 
forms for investigation 


PERCY JONES (J@inlock ) LTD. 37 CHANCERY LANE. LONDON. W.C2. schtnuutn 





BECKENHAM KENT 


au ` . m 


— Dividends... 


Eve use of a Dictograph Sound Installation 

for “tonic” talks, for staff location, for raid 
warnings, as well as for radio and gramophone 
sessions of ** Music While They Work “ |. provides 
evidence of the very tangible contribution it can 
make to the harmony, efficiency and productivity of 
a works 












Equipment at the moment is only available to firms 
substantially engaged on war work . enquiries for 
priority future attention, however, are welcome. 


A, 


< DICTOCRAPH * 


SOUND INSTALLATIONS 


DICTOGRAPH TELEPHONES LTD., Abbey House, Westminster, S.W. 1 (Abbey 5572/3 4) 
Works : CROYDON. Also at: BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, MANCHESTER, 
NEWCASTLE, LEEDS. BELFAST, CARDIFF and HUDDERSFIELD 


* ‘ae Ar Secretary 


to keep your desk tidy! Made with 7 compartments 
of strong, practically ever-lasting Presspahn. Re- 
places 7 single files and accommodates hundreds of 
papers relating to 7 different subjects. 











Quarto 


4j- 


Foolscap 


I5-16 NEWMAN Sr, LONDON, W.I. 
Telephone: MUSeum 8246/7 


DRS wy irre 


Exacting days for MANAGEMENT 





.. 4 time to overhaul your PRODUCTION CONTROL 


IF PRODUCTION is to keep pace with the increasing demands made upon it, 
the modern conception of CONTROL is essential. That is the lesson which 
the foremost industrial organisations in the country have learnt as a result 
of installing the **B and A” Simplex System of Production Control. 
This simplifies clerical routine by providing a mechanical means of issuing 
from one point all essential information in the form of requisitions, job 
tickets, identification tags, etc., to guide each job through the works 
according to schedule, at the same time co-ordinating the work of the 
Planning, Progress, Wages and Costing departments, 

With a fraction of the equipment and personnel required by out-of-date 
methods, you can ensure a central control which is fully comprehensive, 
rapidly flexible and security-safe. 


È 4d d 
call in B-A 


BLOCK & ANDERSON LIMITED 


“B and A” SIMPLEX Old Mill House, Trumpington Rd 


Cambridge. 
BANDA (Ormig). SPIRIT DUPLICATOR ee ee ee 
MARCHANT CALCULATORS 
FACIT CALCULATORS 














Branches at 
BIRMINGHAM — NEWCASTLE 


LIVERS. * NOTTINGHAM 
MANCHESTER Da 
4 





‘= SOUTHAMPTON 


VICTOR ADDING MACHINES Cah a ne 
BELFAST BRISTOLI 





zN DUSINE IS JH 
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There’s the Cause 
of the 
trouble” 





The technique of temperature con- 
trolling finds many applications in 
workshop practice today. In the 
world-after-the-war it will have still 
wider scope ... not only in the 


workshop but in the home as well. 


With the aid of Servis Recorders you can 


Every service rendered to the put your finger immediately on the weak 
| spots in production. Sitting at your desk 

ngin odav is widenin expe: | with the Servis Charts, you can tell 
ys eer today is wi g the exp exactly what every machine is doing, 
: will d whether it is being overworked or under- 
rience that be presently turne | worked. Bottle-necks can- be eliminated, 
to the service of the housewife also. production pushed up, costs estimated 


accurately, efficient workers rewarded, 
i j > j " slackers’ revealed, È 
Shrink fitting of bushes in castings ; controlled i ' 
large-scale cooling of oil baths in the héat Servis — work — and 
treatment of alloy steels; the creation and accurately. Their cost is small. Let us 
; — d show you how they can help. Full details 
GE apii, * Pern an on request—without obligation. 
pressures in stratosphere testing of aircraft 
instruments ; the automatic air-conditioning 


of factories and institutional buildings . . . È 
these are some of the modern industrial jobs 
which Prestcold temperature: control plant 


is dealing with and which provide new 
standards for permanent practice. 


PRESTCOLD REF RIGERATION R E [ ORD ERS 


A product of FOR MACHINERY AND LORRIES. 


PRESSED STEEL CO: ‘LTD SERVIS RECORDERS LIMITED BOX AB 


G — Northgate House, 19 London Road, Gloucester, England, 











Finishing touch. Here is a vehicle getting ready for 
the newest offensive! The first offensive against 
shrinkage was won when the Board of Trade regula- 
tions stipulated that 8 out of 11 overall cloths must 
be pre-shrunk to a standard that only a precision 
treatment like * Rigmel”™ could meet. 








The tale of a rat. There are no 
good rats but dead “uns — that’s 
the Ministry of Food’s notion. Land 
girls are now being trained as rat- 
catchers and proving themselves to 
be adept. No brass buttons for these 
girls’ uniforms—but trim overalls 
fill- their “fitness for m 
requirements ! 


purpose 


A few of the Suppliers who recommend ‘‘Rigmel ''-Shrunk 


LIST XVIII 

T. Jiggins & Son, Ltd., The United Welsh Mills, 
Leader Works, Axe Street, 

Barking, Essex. 


Neil Meiklejohn & Co. Lid., 
103-109 French Street, 
. Glasgow, S.E. 
S.M. Co. Ltd., 
Woodlands Mill, 
Hazelbottom Road, Manchester, 8, 


*World’s Wear Ltd., 
Mary Street, 


Clements & Harvey Ltd., 


— 


19 The Hayes, Cardiff. 


Birmingham, 12. 


3/5 Devonshire Groye, 
Old Kent Road, 
London, S.E.15. 





— Rigmel 3 Shrunk 


F, Fryer & Co., 
Orkney Street Works, 
Battersea, 
London, 5.W.11 


The Clean Overall Service Ltd., 
22/25 Glasshouse Yard, 


London, E.G L. 


*Specialists in Women a Wear 


LAUNDRY-TESTED 


AGAINST SHRINKAGE 


British Standard 1118-1943 


ADVERTISEMENT OF THE BRADFORD DYERS’ ASSOCIATION, LIMITED, MANCHESTER, BRADFORD, LONDON 


Storage Racks,Bins 
é Boxes for Factories 






gree grer 
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The capacity of a warehouse or stores can 
often be doubled by the installation of a 
suitable FISHOLOW All-Steel Storage System, 
On the left is shown one of the lighter types 
of Shelving, and on the right a section of the 
FLOWRACK. FISHOLOW Factory Equipment 
includes “many other types, all of which are 
designed on the unit construction principle; 
also Trucks, Trolleys and Transporters. The 
extensive range and the FISHOLOW facilities 
enable most requirements to be promptly met. 


FISHER & LUDLOW Ltd., G Dept., 
Branch Works, Rolfe Street, Smethwick. 





BICYCLE PARKING 
BLOCKS 


BRITISH PATENT No. 425265 


in Switchgear! 


Serdoviso produce a new Plug-in Contactor 


Here’s some news! Sordoviso Engineers have 
produced a new design in Switchgear featuring 
plugged-in relays and contactors which allow 
immediate accessibility to the mercury switch 
itself without the need of detaching a single screw. 
The coil unit (supplied with fuse and spare fuse) 
is. immediately accessible and interchangeable. 
The main contact is in an entirely separate 
compartment from the coil contact, so that the 
highest possible degree of insulation between the two 
ts obtained, together with a most compact unit, 
Every part of this newly-designed instrument 
is, in fact, immediately accessible and can be dis- 
mantled and rébuilt in a few seconds! Available 
in three different ratings of 5, 10 and 15 amps 
with a wide range of voltages up to 500 volts A.C, 
(British & Foreign Patents). For full information write: These Blocks cause no obstruction 
when laid level with the surface 

and enable bicycles to be quickly 

q I R hi p V : * parked and removed without any 
lifting. The groove goes right 
through the block to facili- 
SORDOVISO SWITCHGEAR LTD. tate drainage. Concrete shed 

720 The Vale, Golders Green, Phone Gladstone 6611-2 units can also be supplied. 


Contractors to Air Ministry, Ministry of A'rcraft Produc- | STELCON INDUSTRIAL FLOORS) LTD. 


tion, Ministry of Supply, Admiralty, War Office, Department a 
of Petroleum Warfare, G.P.O., 1.C.1.—AU Departments. | CLIFFORD'S |I * =f oat ees E.C.4 
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FRICTION 


in your office 








There will be no latitude for friction in post-war business. 






Drawers and doors that are stiff and stick mean a loss of temper 


and time. Ball and roller-bearing steel furniture is the answer. 








to offer you after the war — furniture that. will add to the 
strength and efficiency of steel a new comfort and elegance. 
New contours, new coleurings and warm coverings will give your 


office a new note of functional beauty to tone with the times. 


SANKEY-SHELDON 
STEEL FURNITURE & EQUIPMENT 
Chief Office .46 Cannon Street, London, EC4 






ae Pou 

A ~ 
Also Harris & Sheldon Led. _ 
Makers of Shops 


@ Sankey-Sheldon will have a range of steel business furniture f 





A SHIP’S A SHE! 


Liberty ships are turned out by the 
dozen in the United Nations’ ship- 
yards. Each one a counterpart of its 
predecessor—similar tonnage, similar 
engines, similar structure! But as 
any sailor will tell you, each one is 
different; some are well behaved, 
some are cantankerous—and yet they 
should be all the same ! 

Of course, with overalls we know the 


difference. All Utility overalls are 
made to specification from controlled 


cloth and yet Ceekay overalls are 
different. In this case it is experience 
in making them that counts. We 
have concentrated on women’s over- 
alls and have always insisted on 
the best—herice our demands for 
“ Sanforized *’- Shrunk cloth — right 
from the beginning. 





sila fori zed 
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WRITE FOR SAMPLES TO 


C.: K. Jackson Ltd., Pin Mill, 
2, Mayo Street, Ardwick, Manchester 12 
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Cock 


BUSINESS for . 

KTO aches: a 
menace to food 
supplies | 








The enormous amount of damage to food 
stocks caused by insect pests, coupled with the 
loss of prestige and goodwill when infested 
goods are supplied, is to-day a matter of vital 
importance to all engaged with the storage and 
distribution of food. 
Cockroaches (or to give them their scientific 
name, Blatta Orientalis) are among the most . 
troublesome of insect pests, They are omni- 
vorous and spoil much more than they 
consume, 

They infest all places where-food is stored; 
they are to be found in bakeries, restaurants, 
canteens, hotels and large centrally-heated 
buildings, in incredible numbers. ` 

The Pest Control Service operated by Chelsea 
Insecticides Ltd., whose preparations are not 
supplied to the general public, has made a 
special „study of the problem of the cock- 
roaches, and also effectively deals with infesta- 


tions of steamflies, 
beetles and crickets. N 
communicate with Chelsea pens 
Insecticides Lid, at once 


CHELSEA INSECTICIDES 


Illustration shows adult 
cockroach and odtheca 
(egg-pouch), highly mag- 
nified. The slightest sus- 
picion of either on your 
premises*is the signal to 


Service 


CHELSEA INSECTICIDES LTD, 


125 Pall Mall, London, §.W.1. ‘Phone: ABBey 7650. 


Please send your District Inspector to advi 
my/our — of insect infestation. — 


Name 
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GET KE-KLAMP MINDED! 





. Be Taal i j 


N — 


— 


—S |. - 
TT Sea i a 
i — — ~ 


~— 





“The Rack may twist and the screw 
may turn and men may bleed and 
men may burn.. ie 


But if you want a Rack for any 
purpose, any size, or to carry 
any weight, come to us— 


WE ARE RACK SPECIALISTS 


Our “KE-KLAMPS” are simply 
perfect and the construction per- 
fectly simple. No skilled labour | 
required. We stock over 400 —2 


"ar i: i” 
different sorts, shapes and sizes. * Note the simpliciy of KEKLAM? ona 


Catalogue sent on application. ened steel “‘cup-ended” \ — 

Locking Screws when 
We can build anything in Tubes. screwed through the 
Send us a rough sketch of what you ‘e-Kiamp bite deeply 


want and we'll do the rest. into the tube surface 
giving rigid construction 


KE KLAM ay for all forms of 
Be 
— — — — — 
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TUBULAR CONSTRUCTION 


THE GEO. H. GASCOIGNE CO. LTD. (8.J. Dept.) 
BERKELEY AVENUE, READING. 


"Phone: Reading 4831 (3 lines). Telegrams and Cables: KEKLAMPS Reading. 








Approved 
Contractors 
to all 
Govern- 
ment 
Depts. 
Municfpal 
Authorities 
and 

leading 
Architects 


METAL WINDOW 


400 WESTMINSTER BRIDGE ROAD, 


7 CONTRACTORS TO 


ADMIRALTY, AIR MINISTRY & WAR OFFICE » 


THOS. JOHNSON 

(METAL PRESS WORKERS) LTD 
Me MANUFACTURERS OF 
FERRULES & GENERAL 
CUPPED PRESS VORS 


| 
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of CRAFTSMAN SHIP 


Tava EE” iro. NP 


MANUFACTURERS & LIGHT STEEL CONSTRUCTIONAL ENGINEERS. 


LONDON, S.E.4.. > war Gi Ce fines). 


Clear out those 


BEETLES 


for good! 


BLACK beetles and cockroaches, since they spread 

disease, are dangerous enemies in our midst, 
infecting kitchens, 
larders, restaurants, 
bakeries, canteens 
and wherever food 
is stored. GOLD- 
STONE BEETLE 
VIRUS—an absolute- 
ly harmless powder 
to other creatures 
—sprinkled on the 
flooror incupboards 
at night is the one 
certain method of 
getting rid of these 
pests. The beetles 





simply disappear, 

leaving ‘no odour 

behind. 
GOLDSTONE 


BEETLE VIRUS 


Sold by all chemists 


and stores. Trade enquiries ta 
sole makers: Goldstone 


Cremical Works, Hove, Sussex 
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Lamson Despatch Tubes take over 


these messenger duties, delivering depart- 
mental correspondence, job instructions, 
plans, tools, etc., with “the speed 


of a comet.” 


He’s waited minutes for those 


ENGINEER important instructions. A 
COMPANY LIMITED Lamson System could have 


HYTHE R° WILLESDEN JUNCTION, LONDON. N.W.10, 
made it seconds. 


Phone: LADBROKE 2424 Groms: KELY WIL, KARLES, LONDON 
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BRITAIN’S SCREEN 
* During the hours of darkness 
= ~ Britain is hidden from the prying 
4 @ 
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eyes of enemy raiders by a screen of 
blackness. But beneath this shroud 
railway operation goes on. Goods 
yards, once floodlit, now dimmed 
to a mere glimpse, continuously 
send war supplies on their urgent 
way 
The black-out has never yet pre- 
yented trains of supplies passing 
‘ uninterruptedly on an ever- 





increasing scale, 


Born of peacetime «practice and equipment ADAPTABILITY is the wartime keynote of 


RAILWAYS 
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Vital for Production. . 
Proper costing of work is vital for production. It throws 
the spotlight on expensive operations and lights up the 


danger signal of excessive time, besides giving an accurate 
record of time taken, 


Whether your workers are on piecework or day work, 
Wilkes print to your individual requirements the cards 
youneed for their control. Wilkes Time Cards are 
accurately printed to fit your time recorder clocks and 
they make Piecework Cards for simple or elaborate 
systems. 


Wilkes print millions of such Time and Piecework Cards 
each year for all branches of to-day’s essential industries. 


Your enquiries and orders for essential 
needs will be welcomed 





Time Cards 


==" JAMES WILKES LTD. 


inspection Cards TANT ga ae AAI ITATTA 


Job Cards 
Planning Cards MOXLEY ROAD WORKS, 
Ete., Etc. ' ' LONDON, BIRMINGHAM. MANCHESTER 















Shannograph filing is 100% accurate 
and 20%, - 30%, faster. The flat-top 
permits instant location of folders, 
infinite variety of indexing and fixed 
or movable signalling on the Visible 
Edge for Production Control, etc. 
Frames fit any standard filing 


cabinet or deep desk drawer. 


To comply with Paper Control Order 48, 
please send Id. postage stamp for 


leaflet. 
hannon 


IMPERIAL HOUSE 
(Dept. 4.9) 

15,-19 KINGSWAY, 
LONDON, W.C.2 
And at Birmingham, Liverpool, 
Bristol, Manchester, Newcastle, 


Glasgow (Agent). FULL VISION FLAT TOP SeeSprereStone FILING 
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EXCESS PROFITS TAX 
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lating to Excess Profits Tax 
and National. Defence Contri- 
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full, with discussion and ex- 
planation, illustrated with a 
large number of examples in the 
preparation of which the author 
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OF ROUTINE FORMS REQUIRING 
CARBON COPIES 


by using the 


Är D V Speed-Feed Typewriter Attachment and Continuous 
EGRY Stationery. With the EGRY SPEED-FEED all waste 
effort is eliminated, as. Carbon Sheets are inserted 


into and withdrawn from each set of forms automatically, thus enabling. 


the operators to spend more time actually typing and less time getting 
ready to type 


The EGRY SPEED-FEED Attachment can be fitted 
to any standard make of typewriter and can be 
snapped on or off in a matter of seconds, thus 


leaving the machine free at other times for 
ordinary typing 


Further particulars available from 


EGRY WARPLE WAY - ACTON +- LONDON, W.3 
LIMITED Telephone : Shepherd's Bush 3377 (3 lines). Telegrams: Egrycompak, Ealux, London 





of the operator, 


This Electrically Operated machine is 
specially designed for the rapid open- 
ing of all types and sizes of mail 
without damage to the contents, and 
with the minimum effort on the part 


is also a Hand Operated 


There 
Machine with Automatic Feed. 
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Until then @ @ # When mother has to E her 


daughter how to peel a banana there will be oranges and lemons, too, 

to remind us of the minor things we've missed. Until then, it is astonishing 

to think that many a child of five has never seen a banana. Almost as 

astonishing as the total of over £1,100,000 invested by Ford employees ir 

War Savings. Now Ford War Savings Groups are all set for the secone 

million — proof surely that at Ford savings are second only to production 
| 


Why not follow their example and set yourself a target for 1944? It 


wonderful to see your savings grow .. . and very nice 





to know you'll have a “‘nest-egg"’ when peace does come. 


FORD MOTOR COMPANY LIMITED, DAGENHAM, ESSEX. LONDON SHOWROOMS: 88, REGENT STREET, W 
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How it Must be Used 


The Key 


to British 


Post-War Prosperity 


By W. WAKEFIELD ADAM. M.1.Mech.E., M.LEx. 


wis the favourable de- 
fr velopments of the 
struggle against Nazi tyranny, 
plans are now being prepared 
for Social Security—which, in 
order to materialise must pre- 
conceive a re-organisation and 
reconstruction of the resources 
and industries of the nation, 
and the provision of profitable 
employment, 

It is with this in view that I 
wish to elaborate on a 
National Fuel. Power and 
Transport programme which 

have been advocating for a 
long time, because by carrying 
out the Proposals suggested, 
Britain will able to regain 
much of her former pros- 
perity, in what we hope will 
he a better world, enabling us 
to carry out the plans for 
Social security, etc., etc., with- 
out the necessity of excessive 
taxation. 

After this war our revenue 
from foreign investments, 
which formerly was about 

200 million per annum, will 
have disappeared. We shall be 


faced with a national debt of ‘ 


tbout £20,000 millions and our 
‘xport trade will requite to be 
reorganised to meet the new 
‘onditions existing in many 
‘ountries, some of which are 


tow making products formerly 
supplied by British manu- 
acturers. 


The greatest asset which 
his country possesses is Coal. 
thout it Britain could not 
e a first-class Power, it could 
ot even maintain its present 
opulation. It provides heat, 
ght and power for all our 
pmestic and industrial require- 


ments, as well as the power re- 
quired for land and maritime 
transport. In addition to which 
many millions of tons have 
been exported annually to in- 
crease the National Income. 

It is the duty of every 
Britisher to see that the best 
use is made of coal, and that 
everything should be done to 
prevent its being wasted. 

The Ministry of Fuel and 
Power have a wonderful oppor- 
tunity to assist the nation by 
seeing that everything possible 
is done in this direction, espe- 
cially in bringing about the co- 
ordinated collaboration of the 
gas, electrical and chemical in- 
dustries. They are all con- 
nected with coal utilisation, as 
well as the coal-mining industry 
itself, which brings the coal to 
the surface. 

We must also consider that 
as time passes, coal, which is a 
wasting source of energy, will 
become more expensive to 
produce, 

It is known that there is a 
very wide range of products 
obtainable by processing, These 
now number more than 2,000. 

In addition to coke and gas 
there are the following : 

Coal tar, ammonia, motor 
spirit, creosote, pitch, disinfec- 
tants, insecticides, paints, varn- 
ishes, enamels, plastics, a wide 
range of dyes and a large and 
increasing number of drugs, in- 
cluding the recently discovered 
sulphalamide, which has saved 
so many thousands of lives. It 
is also the best known remedy 
for. meningitis, septicemia, etc. 

Further, there is a wide 
selection of synthetic perfumes, 
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career was associated with the 
late Sir Dugald Clark, K.B.E., 
F.R.S., a famous consulting en- 
gineer and chemist, well-known 


in the Gas Industry, and one 
of the greatest authorities on 
internal combustion en $ 


He acquired, as a result of this 
experience, a highly-specialised 
knowledge of fuels and Diesel 
engines, and later induced the 
Breda Co, of Italy to take up 
the construction of Diesel rail 
cars, utilisi engines and 
transmission of British design. 

For 30 years he has travelled 
extensively in many parts of 
the world, speaks 10 European 
languages, and has many years’ 
experience in connection with 
railways and railway electrifi- 
cation, where his early training 
as a locomotive engineer and 
with the Caledonian Railway 
proved to be of great value. 
Has also studied engineering at 
Glasgow University, 

At different times during his 
long career, he has been asso- 
ciated with some famous firms, 


including the British Westing- 
house Co., but more particu- 
larly with the Italian esting- 


house Co., and for many years 
he was the special —— 
representative of the Breda Co. 
of Milan. 










over £1 per ton at the pit head, 
so let us say: ` 


x Per Ton. 
: Be. nd a i & 8. 
Raw coal. 225 L i O° 
Processed coal — 
(gross value) 3 7 
imated cost of pro- 
ssing,  . including 


* 


expenses, say... 0 12 
> Leaving therefore — ; = 
a (net. value) 2 5 
An accurate study, will no 
doubt reveal higher values, but 
as these are only approximate 
‘estimates, it has been con- 
sidered preferable to under- 
‘estimate the values. 
_ During 1938, 227 million tons 
of coal were produced by the 
coal mining industry in this 
- country. 
The chart (page 30), prepared 
from official data, | shows 
that 17.25 per cent was pro- 
© cessed, while 82.75 per cent 
» equivalent to more than 187 
million tons of raw coal, cost- 
ing £187 million was burned ; 


















tives, a net value of £280 


added the loss of wages to 
- those who could have been 
employed in all the industries 
connected with the utilization 
of this coal which would 
amount to a very high figure. 

Tn addition to this we must 
remember that some years ago 
the late Sir Frank Baines, an 
. architect, and a former director 
works, stated publicly that 
je annual cost for repair of 


iildings in this country due to 
eposits of smoke and soot 
s £60,000,.000, and that the 
‘damage to the health of the 
ation was incalculable. 

















hus destroying all the deriva- 


“millions: To this should be 





Net value of coal deri- | 


vatives destroyed ood 280 | 
Repair of buildings say . 50 


Total annual loss — ... 
To this should be added . 
the loss of wages for 
processing, etc., say 
Ten years of loss at this 
‘rate would involve a. 
sum equal to... .. 3,800 
The whole nation will agree 
that these losses should be 
stopped without: further delay. 
It is encouraging, however, 
to note the interest of the Par- 
liamentary and Scientific Com- 
mittees in connection with coal 
utilization, but several of their 
suggestions were . rather dis- 
appointing : 
- (G) The proposal to burn 
raw coal in domestic fires, 
with the consequent destruc- 
tion of many valuable deri- 
vatives. l 
(2) The proposal te experi- 
ment in the use of pulveri- 
sed fuel for steam locomo- 
tives,- Steam locomotives are 
already being discarded in a 
number of countries where 
electrical tractions, and 
Diesel rail cars are taking 
their place.. 
(3) The gas, electrical and 
chemical industries have their 
own specialists trained within 
these industries, and it 
might be advisable to im- 
crease the number of these 
to be trained and selected 
within these industries for 
research. But it would be 
folly to procure for research 
” a large body of engineers and 
scientists, even if they were 
available from the central 
register, otherwise from 
official channels outside the 


50 


industries, or, alternatively, — 


from outside the industries. 
It would be difficult to 
imagine the amount of 
muddie and waste of public 
money which would be 
-created by such people mak- 
ing full 
Nevertheless it might be ad- 
visable to have only a very 
few men from outside, selec- 
ted on account of great 
scientific attainments and a 
knowledge of what has been 
done in other countries., 
Having made these obser- 
vations let us consider what 
is best to be done. 


scale experiments. | 
















1938. Less than half of th 
was used for domestic. pur- 


are willing to pay the 
cost involved may use ele 
fires and electric cookers, Fac 
tories should use electric power. 
from the grid system, or inf 
certain areas oil engines, using, 













gas oil from coal. — 
“There are districts. where 
gas grid will exist or does exist, 
so that gas engines may be. 
used: In all cases use of raw. 
coal should be eliminated, ex- 
cept in the cases of very large 
power stations where the coal 
can be processed, using coke 
and gas only to raise steam. 


Exporting Raw Coal and 
‘National Health = 

This is the next item i Dur- 
ing 1938 35.9. million ot 

were exported. Mineowners sell 

this raw to get quick money. 










: The export prices have always 


been so low that poor wages 
have been paid to the miners, 
causing frequent labour dis- 
putes. Shipowners use coal for 
ballast. It would be much 
better not to export raw coal, 
when processing makes it sc 
much more valuable. 9.0 

We should export the deriva 
tives instead. More profi 
would be made and more em 
ployment with good wage: 
would restuit. oa F 
During 1938 nearly 15 millioi 
tons of raw coal were use 
by the electricity undertakings 















And yet the © ectri 
potential remam iall 
developed.. TI ne 


utilised as 


cheaper rate. 
There are still available i 
asooo kws. 
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[Courtesy of Metropolitan- Vickers Electrice Export Uo.j > 


Made possible by modern design and electrification, 
carries 650 passengers. 


passing over the Lauro Muller 


units and 


easily be possible to obtain a 
further 500,000 kws, for many 
years to come by underground 
gasification at abandoned coal 
mines, Some specially qualified 
engineers should visit mines in 
Russia where this is being 
successtully carried out. This 
additional power would pro- 
vide a, total of 1,150,000 kws. 
which is equivalent to nearly 
one-sixth of the peak load in 
December 1937—6,700,000 kws., 
and would save raw coal pro- 
duction to the extent of 
2,500,000 fons per annum, This 
if processed would have a net 
value of £64 million. i 

As regards the remaining 
five-sixths of power produced 
from steam driven stations, this 
could be produced by a pro- 
perly organised collaboration 
Retires the gas and electrical 
industries. 

The gas industry could pro- 
cess coal producing gas and 
coke and other by-products, 
Many of these would be 
further processed by the chemi- 
cal industry to produce num- 
erous products, some of which 
have already been referred to. 

The gas produced: might be 


used in gas turbines arranged™ 


to. drive alternators, and the 
coke could be used in boilers 
to produce steam for steam- 
driven alternators. Any new 
central power stations could be 
situated as conveniently near 
tó coal mines as possible to 
economise in coal transport. ` 

At present about 12 million 
tons of raw coal are used for 
coal mining equipment in this 


7 


In service with 


country. It has been estab- 
lished that by electrification of 
all coal mines to replace steam- 
driven winders by electrically- 
driven winders the «annual 
saving in coal would be eight 
million tons, which 
cessed wouldhave a ‘net value 
of £20 million. 

It was estimated recently 
that a sum of approximately 
£65,000,000 would be required 
to pay for the change over of 


“existing obsolete steam-driven 


generating plant and equip- 
ment, above and below ground, 
to modern electrical operation. 
Here is indeed an opportunity 
for a sound -financial invest- 
ment, as the money could be 
returned in a few years at 5 
per cent interest. 


A Board of Experts 


There should be a national 
board to supervise all forms 


of transport, Its members 
should devote all their time to 
the administration required. 


They should only be men with 
specialised knowledge and ex- 
perience of the transport in- 
dustry. The purpose of this 
board would be to regulate and 
co-ordinate the different forms 
of transport and to prevent 
the clashing of sectional vested 
interests, often so detrimental 
to national interests, so that 
each form of transport is used 
in the manner most beneficial 
to the nation, 


The high death-rate on our 
roads is a matter of genuine 
concern, and is so often caused 


if pro-. 


MANAULME IVE 


this train is composed of two 
Central Brazil Railway, here seen 


Viaduct 


by. heavy vehicles and narrow 
roads, indicating that great 
improvements in our system of 
roads should be carried out. 
and that certain heavy traffic 
should go by rail or canal 
transport. 

The canals of this country 
under government contro] are 
now rendering much greater 
service. This is the cheapést 
form of transport and is very 
suitable for the transport of 
coal, cement, etc. Their ex- 
tended use should effect great 
savings in the cost of trans- 
port, 

Britain is the oldest railway 
country in the world, and in 
some respects has remained 
behind the times. In order to 
be able to carry out the neces- 
sary improvements to bring 
British rail transport properly 
up-to-date, the four large rail- 
way companies should unite 
into one large railway transport 
corporation, and unless this is 
done and proper services giyen 
to the country, nothing will pre- 
vent their being nationalised. 

The present four large com- 
panies have about 100 directors, 
very few of whom have any 
railway experience, Share- 
holders are usually dissatished 
with dividends, of 14 per cent 
or the like, passenger fares are 
the highest in the world. A 
great many old and dirty 
carriages are still being used, 
and we have possibly the oldest 
and dirtiest railway stations in 
the whole world. 

If we could rectify the enor- 
mous annual wastage of coal 
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tat present taking place on our 
yailways, the savings effected 
would easily provide all the 
capital required to carry out 
€ necessary improvements, 
d provide a considerable | 
mount of useful employment: 
A- very carefully — 


electrification of main line rail- 
ways, in which it was estimated, 
that the comparative running 
costs would be as follows: 
Steam Electric 
£52,604,127 £32,100,424 
Saving 
£21,757,703 

The absolute net saving due 
to electrification, after allow- 
-< ing for all possible contingen- 
cies, being £17,550,703, “thus 
amounting to 6.7 per cent on 
£261,000,000, the capital cost 
of electrification, 


Coal is Saved by 
-Electrification 


























The report further states 
that the total consumption of 
co coal on steam locomotives in 
> Britain during 1920 was 
approximately 13.4 million 
tons. 
In the event of electrification, 
allowing for an estimated con- 
-stumption in 1950 of 1.34 Ibs, of 
coal per K.W.H. (sub- station 
o output), the total coal required 
would be about 3.65 million 
‘tons, so that the net reduction 
im ‘coal consumption attribut- 
‘able to railway transport would 


240 million tons of coal the average output. 

per cent was processed and of industrial value, 25 per 

cent was exported raw, the derivatives extracted abroad 
and sold back to us 


‘Only 15 


be E 
annually. 
Taking this coal at £1 per 
ton raw, the net value pro- 
— would be 975 by 2.5-- 
£24.3 million. 
The report on electrification 
was favourable, but the addi- 


9.75 million tons 


report was made to the Minis- tional money which could be 
try of Transport in 1931 on the’ » obtained by processing the coal 


saved, ‘greatly enhances the 


scheme, 


As an example of main line 


electrification. on the Continent, 
let us consider the Breda 
streamlined electro-train using 
3,000 volts D.C.-from an over- 
head contact line. The train 
consists of three coaches ton- 
nected by Griesler bogies, and 
has seats for 100 passengers. 
also space for 3 tons of 


luggage, a Post Office, kitchen, - 
etc, air-conditioned, They can 


run at an average speed of 
over 100 miles per hour with 


a maximum speed of 126 miles. 


per hour. These trains are 
fitted with multiple unit control 
so that two or more can be run 
together when required. 


Many of these trains were in ™ 
“follow the sugg 


regular daily service doing the 
journey Rome to Milan—400 
miles, with three stops in six 
hours,. for which steam trains 
required eight hours. 
London "T ransport controls 
the largest system of under- 
ground electrified railways m 
the world. The Southern Rail- 
way has realised the great ad- 
vantages of electrification and 
has already the most extensive 


= possible delay, ‘bat in accord- 


recent being the 
Brazil 









ance with the ~ most modern 


| practice. — 


British | firms be -electrifiec | 
railways in many. countries — 
overseas, ‘one of the ome 


Railway at “Rio 
Janeiro, using 3,000 volts D.C.. 
front and overhead contact 
line. On certain branch lines 
where trafic is not intense, 
Diesel rail cars and Diesel 





‘trains could be used, 


There are many “places” 
where a Diesel rail car weigh- 
ing 22 tons tare weight can 
handle the trafic being handled 
by steam trains weighing ov 
100 tons, consuming 70 Ibs. of 
coal per mile, or 12 tons for 
400 miles, the Diesel rail car 
consuming 100 gals, of gas oil 
from coal for the same dis- 
tance and service. 

The United States are using. 
Diesel rail cars. extensively and. 
also Diesel electric tra 
realising great | “economies an 










fuel and running expenses, On 


the Continent in normal times 
France had about 2,000 rail 
cars, Italy over 1,000. In this 
country we have about 58 
rail cars, according to recent 
statistics, 


r ‘A New Batlwa way 


Sa. 







Very ‘important l — 


mies could be*obtained by re- 


placing all heavy rolling stock 
at present in use by vehicles of 
of modern design and adequate 
strength, in many cases weights 
could be reduced by 25. per 
cent. If the railway companies 
would only ama d 
ake a, real. 







they would fis 


procured, togeth vith better 


services rendere to the public, 


would increase their revenues. 


An up-to-date transport 
system in this country, together 
with the many industries 


created by the utilisation: of 
coal derivatives. and the čom- 
plete carbonisation of all coal, 


Turn to page 60 









HORTAGE of labour has 
` been a great headache 


for some time, and in spite of- 


< call- -up, direction inte more 
vital work, and part-time 
< schemes. it will continue to 


l grow worse, > 
pathat has been ——— 

ast teserve of house- 
i] ly. people and others 
over whom the Ministry of 
Labour has no control, Many 
these people could provide 
ir five hours work a week 
ote _ collectively would 
te hundreds of thou- 
king hours a year. 
onths ago, the man- 
f a West London 
cided to experiment 
potential labour, and 
s were called for, to 
k week-ends, Numbers 
were more than. sufficient. 





























ie So 
< successful was the scheme 
extension was decided 


k that 

POr k seemed to be possible 
n — entire factory with 
C labour, ie, some 
the factory ih the 
norning, giving way to others 
ho. would run it during the 


w came the first snag— 
wild people be attracted? 
overcome by borrowing 
window of a large store 
— in the main street of 
, display of 
les ed the scheme 
oca olunteers, the 
“only “stipulation being that all 
volunteers must be non-direct- 
able by the > Ministry of 
Labour, 
All prospective workers nad 
choice of any of twenty shifts 
the week, and signed on at 
all table just asde the 
At this table sat a 
yof Labour official and 
s-representative. 















ho came to the 
card of intro- 
handed them 
-Application 
in Volunteer 


100 per 


By THE MANAGING DIRECTOR 
of a London Engineering Firm 


Among 


vernment man handed | 


HEC !—— — e r —— Sa qu gs 














* 


cent 


On this form, volunteers 
stated which shifts of the week w 
they were able to attend, one om 
only, being necessary. | 

These shifts were, Monday n 
to Friday, 8 am. till i. DML the 
i p.m, til 6 p.m, and 6 p.m, till. 
n pm, Thè week-end shifts - 
were from 8 am.. till r pm, ` 

pm, all 7 pm, 8 pm. til, 
š am, (Sunday), 8 am, till 1 
pm. and i pm, till 6 pm. Ab . 
together these amount to 107 
working hours per week, as 





E ip card was Sent | 


























many as a normal factory. J 
using night-shifts would > 
obtain. LA 


In the time allotted there were. 
over four hundred applicants, 
whom. were old men ; 
and women, clerical workers * 
for. duty. after their normal 
day’s work, house-wives, boys 
and girls, . WOE 

Labour supply exceeded — $ WOTR manage 
mand, an unusual thing to-day, point of wor 
so those who volunteered first 
were taken on. It was found 
that if fifteen workers were 
wanted on each shift seventy- 
five volunteers only were 
needed, 

To those accepted, a member- 


















next wee gears so 
He Personally 





have iad. gee | 
perience of factory | 


* 






— for Enrolment in Volunteer Production Unit. — 


Ys 





Names 21 | ee eee eee ee ene a 
sate whether Mr, “Mey, oe Mist 


Address a a a ean 


—— — TT E E ET 


iaia ome Et AN ESE A N A Ie AANE ea ahai AA Spt DAA A SA Sg ft paa E N tat to 


— ee ce ee manga en R eS E E O N E E TEE T : 
Nationali Nat. Regn Identry No oaaae cece wane | 
I agree to attend at the following time's cach weeks — $ 
. any. E 


Morning 


Be am to na pm, 
Afternoon to pm to 6.0 p.m. | 


f — 6.0 — te tio pm. 





nn ie: — day ar ivi n propik s — ——— KGET appeebrivte Pere ca 
Froney Momba ‘ep ania Sate gine 


Awd or Saturdays tw te Be pom o o. oa. Saturday mighie Bea pom. to Bee are. 
Sumaya Baty a, 86 9-90 GARE al a o 
l undertaké® to maintain my attendances as regularly as posite, crak rie 





divulge aty information concerning the work 1 may do or the sature af 


components on which | may be engaged. from dime to time. 


Sage ECP Pig He N ait Bibi ug 5 SG Sree sae ade, einen Vn EEA ells Seana a eta et aes A odd ao ”* 


— — — eee mia eae rata iaaa aeia lchane bern teh aorin det 
ñi 


Care is taken to balance the strength of each shift. 
oa the ` application form the employee ‘denotes the 
choice of working hours 











ght attituc e was adopt d, 
quite different from that in an 
ordinary factory and the people 
are always ready and willing 
to help each other out of 
difficulties. 

At the commencement, vol- 
unteers were put on every job 
| dnoturn, and when the ' ‘tour ” 
was. ‘completed, they were put 
en the job in which they had ` 
shown the most aptitude or the 
best /results, 

All work is of course un- 
killed or semi-skilled and most 
orkers have quickly learned” 
eir particular duty. Some 
is have become very efficient 
il operators, while the others 
J working on aoe and 















































re of the older ath does” 
ot, — and, workers do not - 


short, & 
There is no organised 
: ene system, for it 


“has been found unnecessary. 
In fact, late arrivals are most 
3 and sometimes 
ish = On arrival, how- 
ver, all membership. cards are 
deposited at the office to as- 
ertain the number on the 
hift, although absenteeism has 
been negligable. 

< Far’ from losing 
nany have appled for extra 
ifts and the average number 
hours now worked per per- 
n is twenty. 

E during: the five-hour shifts 
ere is one quarter of an hour 


~ — supplied by the canteen, 


The canteen is ‘staffed by a. 


regular cook who is helped in 
the tea-making, etc, by one or 
= two.of the part-time women. 

~ There is a one-hour break on 
Saturdays, between the first 
zand second. shift for cooked’ 
eals, and the Saturday night 
shift 'has two breaks, one in 
the first half and the other in 
: the second. 

At the finish of each shift, 

e- volunteers collect their 
mbership card and their pay 
‘om. the office. The office has 
Be egular stafi, which deals with 




















ere is now-ân atmosphere p> [~ 


' making 


` the health 
come-tax of volunteers who are 


| is hereby enrolled ai a member of’ | 
the above Volunteer Production Unit. 


FOA O Oa SOA 
tHe panona, MARAING MACHHRE Co, LO 






MANAGMG DARECTOR 
The membership Card remeras the property of The 
Nasinnat Marking Muctuos Co Lad. ang must be 
; Surrecdtecet cn request 


- The Membership Card— 
a caychological factor, 
the staff conscious 
of their duty and respon- 

sibility 


insurance and 





iri- 





























By spec 


| unteers who’ do. —— work 
have income-tax deducted from 


their weekly wage by their i 
own employers, 


This scheme has proved 
itself to be a great success and 


production is all that was ex- 


pected. Its disadvantages are 
no more than would occur in 
a normal factory, but a diffi- 
culty with regard to clothing 
did arise.~It was overcome by 
purchasing a number of over- ` 
alls to be used for communal 
use only, no clothing coupons 
having to be surrendered, so 
long as the overalls remained 
in the firm’s possession. 


Another works has just been 
started on the same scheme, 
with workers chosen from 
seven hundred and aty volun- 
teers. 


WELCOME! | 


— in High Duty Alloys entrance 
hall: 

“Let us not forget that anyone 
who will visit us, anyone who will 
call us on the telephone, anyone who 


interest 


“break for tea and sandwiches, ` 


will seek our aid, offers to us the 
privilege of creating goodwill for 


High Daty Alloys. 


“Tet us not throw away that privi- 
Let us not rebuff the man who 


lege. 
gives us that opportunity.” 
And they live up to it. 





Typists Breathe Fi ire 


WERE is the secret set of 

S. rules issued to. all office 
dictators who dictate letters, be 
they male or female. 


1. Dictators should speak 
as indistinctly as possible— 
stenographers- find 

_ tremendous help. 


2. Always smoke while 
dictating—it gives a delicious 
blur to the pronunciation. 

3. March or run up and 
down the room while dic- 
tating—it assists the typist 
to concentrate on her note- 
book. ? 

4, In the evenings ask 
for work to be done urgently, 


then go home yourself at 


this a- 


once. This teaches a typist 
peaceful resignation, 

§. Never dictate at once 
to a typist—read a news- 
paper, telephone your. wife, 
or do your nails . first, 
to e atmosphi a; 








a whisper : 
people's pl 
technical -te ‘This assists 
: typists to become thought- 
readers, — ; 
7. When asked to repeat 
a word or phrase, shout at 
the top of your voice: and 
look furious. In time al 
typists will have second sight. 
and be able to see what is 
in your mind without any 
‘need for dictation at all, | 









| Pay-Before- You-Earn—W hich Year is Assessed —Factory 


Absenteeism and Shopping Problem— A Solution 





OW is it that when Gov- 
‘ernment administrative 
department turns legislation. 
into practice, that eight times 
out of ten the public gets the 
wrong idea? l 
.. We are prompted to this re- 
flection by the latest earn-pay 
income-tax proposals, but even 
re so by the older income- 































expected, and correctly 
so, that income tax is assess- 


‘evious year. But insufficient 
288 is laid upon the alterna- 
= option which both the 
come tax authorities and the 
xpayer could exercise. 

mcome-tax people, of 
are well versed in the 
» as they are special- 
they know what they 
ind cannot do, - E 
“Many taxpayers, on the 
¿other hand, without going too 
o deeply into the farago’ of 
icial’ jargon, fail tò know 
they can be assessed upon 
urrent year’s, earnings 
certain circumstances. 











d, were an employee to be 
aged after that date, tax 
m on the earnings for the 
ear ending in the following 
April, 


MBVIOUSLY, this can be 


CAF no more than an estimate 
of a person's earnings, and 


under the last tax collection . 


System (direct. from source), 
this ruling was , precisely. an 
application of not only * pay- 
as-you-earn ” but “ pay-before- 
foti-earn,”” | 
s has led to a good deal 
7 especially 
: Staffs, for it 
en that, unless each 
€ is handled by 
ith infinite sym- 
able degree of 












minimum,” 
able on the earnings of the . 


as 
directed by the Ministry < of 


explanation from the Ministry 


tax collectors interpret this 
clause charitably, 

As one of them remarked to 
the Editor of Business, “We 
have no wish to inflict any 
personal hardships upon the ciation: for Labour. 
community; wë are aware that Many of the pro 
for many the burden of taxa- from the rapid d 
tion is very heavy,.and it is female employme 
our duty as the collectors of have been. exam 
income tax to reduce business | cially interesti 
and industrial friction to a came ri 


N an exhaustive survey of 
£ hours of work and their 
fluence on health and ef 
Dr. Vernon has done 
lent job for the B 
























1e sho 










r must be borne in mind that 
- where an employee has i 
changed from one position to) 
another and. the salary fot ‘his ` 
second post is less than that. 
he drew from ‘the preceding — 
one and, further, that shoúld 
this change have taken place | 
after April 6 of any. year, He 
could request the authorities to . 
tax his current year's earnings. ` 
That means to say, that he will 
receive the benefit of being 
taxed against the lower’ salary. 
There is one other’ point, 
however, which is causing not 
a little dissatisfaction, and that 
that many workers are 


not do it in le 
factory the firm g 
half-hour once 
lunch-break so th: 

-should get a clear ho 
half 024." . 


Labour to other positions, and 
this can occur at anv time with 
no thought of when the 
income-tax year begins or ends, 

In such circumstances, many 
workers who. have found- 
themselves assessed on the 
current year’s earnings to their 
financial detriment are alleging 
that they are being penalised 
by the income-tax authorities 
because there is no liaison be- 
tween the Ministry of Labour 
and the income-tax people. 

It is claimed that if such 
machinery existed, the official 


in 
crowds, 


n a factory where the 
women work for six full d 
a week and the total c 
56° to 57, an arrange: 
made by a rota system, so 
the women worked sł 
with a weekly total “of 
hours, 

The casual absenteeism 
which had previously heen 
acute, practically ceased when. 
the change was made. 

ž 










of Labour should obviate 
appointments, waiting, inter- 
viewing and- explanations in 
the tax collector's office. All 
this takes time, and the time 
taken is production time. f 
Certainly, here both the- 
worker and the employer have 
a case that is worth con- 
sideration: : 
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OFFICE 


Plan 


BUSINESS Jor + 


for the Typists’ Pool— 


Here are 10 Rules to Increase 


HE rapid call-up of men 
and women for the war 
services has led to a serious 
shortage of clerical staffs, a 
shortage which almost daily 
becomes more and more pro- 
nounced. ‘That, if that were 
all, would be a sufficiently try- 
ing experience for business 
executives, but, unfortunately, 
the situation has been still 
further» aggravated by the 
growing shortage of labour- 
saving equipment, 


The result has been that 
executives have been racking 
their brains to discover methods 
by which they can get in- 
creased production from ‘staffs 
and machines alike—in other 
words how they can use to the 
very best advantage such per- 
sonnel and equipment as they 
are fortunate enough to retain. 


A great deal of office labour- 


saving equipment has been 
“frozen” by Government 
order: in other words, it can 
be bought and sold only by 
licence and such 
rarely granted unless it can be 
shown that the machine is re- 
quired by a firm directly en- 
gaged on war work of high 


priority. And there is not 
sufficient equipment fully to 
meet the demand, another 


potent reason for getting the 
very utmost limit of production 
from every machine available. 


At the suggestion of the 
Board of Trade every effort is 
being made to bring back into 
full use equipment which, 
through the calling up of 
staffs, is not being employed to 
the maximum possible extent. 
This, undoubtedly, has done 
something to ease the situation 
but much remains to be done 
before we can say we have 
bridged the gap that exists be- 
tween the volume of work that 
ought to be done and the work 
that it is at present possible 
to do. i 


We have been asked for 
suggestions as to how, in view 
of the shortage of trained 
typists, a greater output can be 


licence is 


secured, Office equipment, such 
as Dictaphones and Ediphones, 
are in very short supply. To 
get as much light as possible 
on the subject Business has 
consulted the manufacturers 
and the following recommenda- 
tions are based on their 
suggestions, 

One of the very first things 
to be aimed at is that the dic- 
tation shall be so organised that 
none of the typists available ts 
ever waiting for work: the 
aim must be to fill up the 
typist’s time. 


Organised Dictation 


Leads to Smooth Routine 


The value of early dictation 
in securing the maximum typ- 
ing output cannot be . too 
strongly emphasized, and a 
little thought on the part of the 
management will usually bring 
about a very big improvement 
in this respect, 

Delayed dictation will cut 
down the average typing out- 
put, which means simply that 
a larger staff is needed than 
the total of work really de- 
mands. And that, at ‘the 
moment, is simply an aggrava- 
tion of a very serious situation, 





It is possible, by a little 
careful organisation of the 
work of dictation, to keep the 
typing staff fully employed. 
The executive whose staff is 
consistently busy need have no 
fear that he is overstaffed. 


idleness do 
suggest, though they do not 
always prove, that there is 
some staff superfluity, That 
would be bad business even in 
times of peace: in war-time it 
is unthinkable, 

As most of our readers are 
aware, it is one of the greatest 
advantages of the dictating 
machine system that dictating 
and transcription go on in en- 
tire independence of each 
other: in other words the dic- 


Periods of 


tator can fill his cylinders 
whenever he likes and the 
transcription can wait until 


there is a typist available, One 
of Business’s correspondents 
has taken very full advantage 
of this under rather peculiar 
circumstances. 

The firm in question is work- 
ing under a system by which 
part-time typists come in only 
in the afternoons. 

A rule has therefore been 
made that everything possible 
shall be dictated to the 


machines during the , morning. 


i 


The speed of the flotilla is the speed of slowest 


destroyer. 


capacity output with the 


Efficient top management can ensure full 


minimum confusion 
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Relieves the P.M. Bottleneck 


the Average Output per Typist 


Then, when the part-time 
typists come in, there is a sub- 
stantial volume of work wait- 
ing for them and they are all 
fully occupied until the trans- 
scribing work is finished. Late 
dictation, unless it is very 
urgent, can be held over until 
the next day to help in giving 
, the typists a start, 


This arrangement works out 
admirably: indeed, under the 
circumstance, it is the only 
arrangement possible But, be 
it noted, it is an arrangement 
just as valuable with a full-time 
staff. There is some excuse 
for delayed dictation when the 
executive depends upon a 
shorthand-writer : the girl may 
not be available just when the 
executive is ready to dictate. 


With the machine, however, 
there is no such excuse, Dicta- 
' tion can go forward at any 
time and when it is done early 
there is a big gain in the avoid- 
ance of delay, smoother and 
more finished work with less 
rush and time for the correc- 
tion of mistakes which will 
sometimes occur under the 
most nearly perfect conditions. 


‘When conditions justify it— 
say in firms where at least six 
to eight typists are employed— 
the “pool” system is by far 





the best and most economical. 
Under this system every mem- 
ber of the staff who has dicta- 
tion to give is supplied with a 
dictating machine, while all the 
typists are housed in one room. 
To this room the dictated cylin- 
ders are brought as soon as 
they are ready, their contents 
are transcribed-and the finished 
transcript is sent back to the 
dictator for signature, 


Advantages of the Pool 
System 


The advantages of this system 
are overwhelming, provided 
the dictators play their part 
and send their cylinders to the 
pool as soon as possible. There 


ig no system that secures so. 


high an average output from 
the .typists because so long as 
there is a cylinder waiting to 
be transcribed no typist can be 
idle: all are kept busy. 


Moreover, under this plan 
the strength of the typing staff 
can be kept in exact relation to 
the average daily volume of 
work. 


Another great advantage of 
the “ pool” system is that the 
girls, taking’ the cylinders as 
they come, speedily pick up a 


: i ar an nig) 
~ i ee * 4 p” 
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knowledge of the work of all 
departments, «Under any’ other 
system a girl is apt to find her 
knowledge confined to the par- 
ticular department. in which 
she is engaged and if she 
happens to fall ill or is away 
on holiday no one knows any- 
thing about her particular 
work. 


It is a great advantage to 
have several girls who ean 
handle the dictation of any de- 
partment, 


The pool system, in fact, is 
in a big office, one of the very 
strongest arguments in favour 
of the machine as against the 
shorthand system, It is feldom 
possible to give every person 
dictating his own personal sec- 
retary: usually several dicta- 
tors have to share the Same 
girl—when one is busy the 
others must wait—and the 
amount of time wasted by the 
girls in moving about from 
office to office or waitirig for 
dictation is almost ineredible 
until it is carefully checked 


With the machine and the 
“ pool” system all this waste 
of time is obviated. The exe- 
cutives dictate just when they 
please, the typists waste no 
time in taking down dictation 


= 
—— g 2 




















@ Dictate early in the day. 
"a @ “Deadline” time for posting same day. 


* . E . : : 
@ Late dictation provides early morning start 
for typists. — 


o. Time the used cylinders for unreasonable 
delay in dictating or transcription. 


@ Supervise output — Listen for difficult 
| dictators — Suggest. improvements for 
--inereasing output. 


i if the people dictating co- must work after ordinary office 
erate, the transcribing 1s done hours they can do so without 
with amazing speed and, keeping the staff back, leaving 
sromptness, and with the mini- the cylinders to provide work 
“mum staff possible—only just for the typists as soon as they 
-enough, in fact, to handle the arrive ‘the next morning. 
work, . — l 
= Tt is very revealing to com- Maximum: Production 
“pare production figures. under Despite Labour Shortage 
the shorthand system of dicta- — = 
ion dnd with a pool m Under war conditions there 
—— i » is a natural tendency to less 
Long experience has shown specialisation in office work, 
hat the average shorthand- that is to say, any employee who 
rypist in full work is doing a has time to spare can reason- 
good job if she can take down ably be expected to fend a hand 
and transcribe from’ 500 to 600 at work which ordinarily she 
lines of type in a day, whereas would not be asked to un — 
the operator, with ‘her work take. | i | 
ming to her desk in the form With the dictating machine 
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"a dictated cylinder ‘can te in use, the typists can devote 
om 1,100 to. 1,200 lines a day the time they would normally 
var-time and with, the filling, copying or any other 
g st ff shortage that is clerical work. In this way 

be stressed. becomes possible. s 
however, is not With the acute shortage of 
te typists, The labour that is now prevailing 
can turn to it is essential to get the maxi- 









xecutives 
— 


as much matter of 


|| unoccupied employee, 


ithout undue strain. give to shorthand-writing to 


ort which very valuable economy in staff - 
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-Here are some brief rules. 
that will help the user to geto 
the fullest and most economi- 
cal working from his machine 
equipment and typing staff: 

(1) “Pool” the typists im 
one room if possible. | 

(2) Insist on dictation being: 
done as early in the day as 
possible, rn 

(3) Set a “ deadline” after 

which no dictation will be- 

accepted for the current 
day’s post unless it is of ex- 
treme urgericy. 

(4) Get all dictation 
possible cleared off every. 
evening and leave the cylin- 
ders to provide work for the 
typists first thing next morn- 
in 7 





g. | 
(s) Time all cylinders in 
and out of the “ pool” room : 
you will soon see if there is 
any unreasonable delay in 
either the dictation or the 
transcription. : 

(6) Appoint a supervisor 
for the “pool” whose duty it. 
will be to see the work pro- 
perly timed in, distributed: 
for transcription and timed 
out. This is a perfect check 
on delays and may reveal 
unsuspected defects which 
can be corrected. 

(7) Have the supervisor 
keep a record of each girl's 
output: she will soon see if 
a girl for any reason is not 
“pulling her weight” and. 
will be able to help her to 
bigger production 9 = 

(8) Let the supervisor ma 
a habit of listening occasion- 
ally to cylinders from all de- 
partments. She will soon 
recognise a’ “ difficult” dic- 
tator and can tactfully. indi- 

s Be. 



















the transcript 
QAD 
duction.. 
minimut 
stimulus 

< G0). Keep all machines 
carefully cleaned and oiled 
-so that they will operate at 
full efficiency and. thus make 
the work of © dictating and 
transcribing as easy as 
possible, = 


wonderful 
‘production, | 
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USINE SS has already 
em” carried the details of a 
‘contributory “pension scheme 
introduced by my company 


# 














e first worked out 
ur. ctuaries, who 
dealt with getting the Inland 
venue's essential approval, I 
ht that the job was now 


_ remained was to 
cheme to an ad- 
and then stand 
eive their applica- 
so I believed. 
wrong, and our 
lost no opportunity 
ing my mind of the 
. notion. It is not always easy 
= to give samething away for 
sothing and in fact, only a few 
è he in thought will show 
















a age the Staff 


1 the first place there is the 
idge scheme. People say, 
y should I take care -of 
ty old age when the Govern- 
ent is going to do so for 
?” Then, there is the ex- 
Our scheme is a con- 
y one and meant that 
staff ad to put their hands in 
their pockets for regular, if 
small, sums, although the 
company presented all staff 
‘over a certain age with past 
service pensions, entirely free, 
at amounts depending on their 
sent earnings and their 
s of service, 
s only for future service 
earned between now 
ement—that staff have 
-t of the cost, but 
insurance stamps 
vings schemes 
in thinking 
mbarking on 
sand further 
$ much to their 














hs ago, When these- 


also. 


measures for imtroducing such 
a scheme proved to include an 


— meetings at which their 


MARTIN SYLVESTER, ASA. 


ultimate benefits such present: 
costs might prove. : 

a A5 one of them said to 1 

“We all know whats good fer 
us, but we can’t always afford 
w” 
is to run his own 


how he 


You cannot dictate to æ “man n 


And this “Quiz” — 81% a 











budget—or what is left of if K 


nowadays. | ; 

It therefore became: necessary 
that every eligible ‘employee, 
man and woman, should. know 





fully the advantages of joining * 
the scheme and should realise 


equally well what would’ be 
lost through failure to’ join. 
This turned out to be a 
matter 
were not only with, but some 
way ahead of me. Their usual 


booklet, distri- 
to all the eligible - „staff 


introductory 
buted 


representative would explain 
how the scheme worked and 
invite questions, 


This seems the opportunity, ‘ 







on which the actharies 4 


and no opportunity should be oe 


missed, of complimenting and . 
thanking. the firm who handled 
the scheme for us. and in par- 
ticular the actuary Pomi., 
responsible, An eye for detail, 
a ‘knowledge of staff psv- 
chology, a deep experience of 
all the problems and pitfalls 
attendant on stich a scheme 
and their readiness to — 
and to advise, proved abso- | 
lutely invaluable and did more 
than merely contribute to the - 
ultimate result—an enrolment 
of o14 per cent of the eligible 
staff, 

However, from a rather 
closer knowledge of our own 
staff than anyone outside the 
business could possibly possess. 
I felt that something more was 
— than the steps ex- 
plained above. 

The introductory booklet, 
whilst excellent in itself, did 





— ober issue, . 
— in — details * 









“reader to 
er — 


scheme have appeared and 
for themselves the exact 
pose which this “quiz 
tended ta serve | 

‘The following questions "4 
answers may be of help — 
you. | 
LQ. “Who can join 7 


A. : Any man who is o 
20. years, and 6 months (be 
before ‘August rth, roa) 
any woman who is over 











. + What will i it cost me? 
This depends on what 


— 


ng of each year, Your age 
as nothing to do with what 
< you pay. Your contribution is 
— decided by what your pay (in- 
eluding war. bonus) happens to 





beat the end of each pension. 


o year (Le. February. 15th) and is 
et out in column 5,, page 2, of 
booklet, For example, if 
ou are earning between £3 10s. 
34a week (£182 to £208 
early) you will pay 2s, 6d. a 
reek. . — booklet: para. AR 

























ong to he ee you 3 
ify. {with the aid of the 
y’s contributions) for a 
of:a certain amount. 
sion you will eventually 
vill be the total of 
¢ yearly amounts. 

es. showing you how to 
s out your Own pension are 
ren on pages 12 and 13 of 
e booklet. (See Booklet 


: Q: “What about the older 






land he join the 
to provide back 
sions for. them from that 
e. This means that if you 
a _man of” 50. you will be 





















cheme now, 


retire at the age 
i have contributed 
a — ‘but — 


a —* ee a man. ‘retires at 
5, a woman when she is 6o. 
‘See Booklet—para. 5.) 


9. Q: > In the event of my 
leaving to. get married, what 
happens to my. contributions ? 

i; fou are treated in the 
same. way as if you leave the 
mpany for any” other reason, 


ou'are earning at the begin- 









all 
Ex- 


aft yg only have a few years 


Senoi s 


40 years’ pen RION 


a pension 7 

A.: Yes, because every year 
that. you. work for the com- 
pany. you will have provided a 
pension of a small amount, If 
you wish, you can arrange for 
the pension which has actually 


cheen provided to be paid to 


coti when you reach retiring 
age. even though you may 
have left the company’s ser- 








vices many years before this. 
In’ certain circumstances, also, 
you may get the pension pro- 


vided with the company’s con- 


tributions, 

_ tb Q. : What income tax do 

I save? | É 
A.: Your contributions are 


allowed ‘as a charge against 
income, so that you pay income 
tax on your income afier de- 
ducting your full contributions 
to the scheme. (See Booklet- 


para 14.) 

2. Q. : Dol have to have a 
medical examination ? 

A.: No. 

eU How do I pay my 
contributions ? 

A.: They. will be deducted 


from your pay. (Sec Booklet 


—para. 4.) . 

19. Q. : What 
Beveridge scheme ? 
affect this scheme ? 

A.: The Beveridge Scheme, 
if it is adopted as published, 
will almost certainly not come 
into operation until the middle 
of next year. Even then it is 
doubtful whether everybody 


about the 
Will that 


will consider its benefits suffi- 


cient, and most people will 
want to make some additional 
provision for’ their future. 
However, the company has the 
right to alter its scheme at the 


beginning of any year (Feb- 
yuary 15th), so 


that both con- 
tributions and pensions can be 
amended. If it is found that 
staff cannot afford to maintain 
contributions to both the 
Beveridge and the company’s 
schemes, then it would be quite 
possible to reduce the cost of 
the staff scheme and, of course, 
benefits would . be : reduced 
accordingly, 


20. Q.: How do I join he 
scheme 7 q 





10. OQ: a Does — mean al can. scheme 


leave the company and still take 


- advised, 


_ very fully, and it was decided 


qu ety the 
„on: February ° 








Aa: Up 
starts. 
rth 


It will be seen that one pür- 
pose of this “quiz” was to 
make the staff read the Intro- 
ductory Booklet carefully. 

After the staff had beer 
given, time to study the litera- 
ture, meetings were arranged 
at the principal branches, and 
r — sentatives from the: 
smaller branches were present 
at-the most convenient of these 
meetings, so that ‘everybody in 
the company who was, inte-— 
rested had-an opportunity oi 
asking questions of the actuary 
or myself, | 

Thanks to the “quiz” and 
the Introductory Booklet, few 
questions were asked, although 
verv keen interest indeed was- 
shown at the meetings, 

There was one point on 
which my directors had made 
a decision, which was, we were 
‘contrary to general 
practice—they did not include . 
death ‘benefits in the scheme. 

The matter was considered. 







that ours was first and foremost 
a pension scheme and that the 
available funds should be spent 
on providing the largest pos- 
sible pensions. 

o The company saved nothing 
by this decision, but the pre~, 
mium which would otherwise. 
have purchased a fixed sum ire 
the event of a member's death,- 
increased instead the amount 
of future service pension. 
which members and the com-": 
pany would together purchase. 


I therefore had a rather 
special interest in the questions 
asked: this was rather a con- 
troversial matter. Yet not once 
single person rais¢d this point. 


It is some months nov 
those meetings wert 
the question whic 
raised most general. 4 
was to enquire into the position, 
of a member's widow if the 
member died before ‘finishing 
his service and starting to 
draw his pension. This point is 











dealt with in the “quiz” as 
follows : 
8. ©.: If I leave the comp- 


any, what happens to my con- 
tributions ? 


Turn to page 60 















— public: 
goods di did: nD 














revise — — as 
uuc taste. Apparently 
scarcity of coupons has not yet 
made the buying of better class 





ods a habit, particularly 
women, — 
he release of the new 
- apparel sales were 


ent higher than the 
tr othe previous ‘12 
t 432) Yet the 
ount spent per 
substantially from 
Mugust level im all 
cts outside Central Lon- 
don: ‘Tf we allow for this ex- 
ception, coupons seem to have 
been spent about twice as fast 
ptember as in August. 

number of coupons re- 
to the Bank was 25 per 
eater than for Septem- 
er, 1942; the rise exceeded 20 
er..cent in all districts and 
— 38 per cent in 


ž 
























NUPERFICALLY the index 
7o for household goods re- 
ined stable in September, as 
ut the summer, being 
per cent below August 
he previous IZ month’s 
average, But the fall would 
have been much- darger but for 
a rise of 19 percent in Central 
Lendon, In contrast the fall 
throughout the North, Mid- 
lands and South Wales was 
‘ound 20 per cent, in Scotland 
per cent. The London 
is stil re-stocking. . 
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) with a year 
al sales per sell- 
per cent higher 
“the increase is 
there has been 
sales during 
onths, except 


‘alse Economy Persists— £” 


Coupons Still Top Cash | 


By CECIL CHISHOLM f° sci 


in April, when ie previous re 
lease of coupons Produced: al 
a» fractional increas | 
London scored nighes 
points on this- increase (135 
per cent). | 

i do not think TE increas 





is due to any sudden w ave of 


optimism Or extrav ae rancë. 


Women prefer to buy winter a 
coupons, ae 
these. | 
clothes for the greater part of 
I anticipate that the 
downward trend in dail y sales 
will be duly recorded in the 


their 
can 


with 
they 


clothing 
since W ear 


the year, 


figures for October, 


At UALLY © the 
® tion in retail 


unues unabated, So does the 
es in retail outlets. 

Probably the non-food trad 
made a fatal error in n 
accepting the Board of Trade’s 
carefully thought out scheme 
for an ordered contraction, with 
compensation and security for 
the owners of every business 
closed down. 

Instead we are seeing a re- 
lindy unordered, if not dis- 
orderly, contraction, 
traction has been largely se- 
cured by the withdiseal of 
man-power by the Ministry ¢ 
Labour, Even the food trade 
which evaded all responsibili 
on the contraction ptogramme, 
have suffered severely, 

In the non-food trades the 
pre-war man-power of 1,300,000, 
evenly divided between the 
sexes, had heen halved by mid- 
42. At the end of’42 the Minis- 
trv of Labour raised the age 
of transfer for women from 25 
to 45 with a few exceptions. 


such as clothing. Tt has now 


been decided to remove this 
limit. It looks as if women 
will-be withdrawn from retail 


trade as ruthlessly as have 
men. | 

This steady contraction is 
masked in the official figures 


contrac- * 
sales con- 







The con- ha 


‘ The executi 


peta 


ficially it looks complicated, wt 
the leaders of the woollen im- 
dustry beli lieve that i it will work. 










lessly Te 
ay Ternen the 
nany more retail 
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a dest 

they. can a ma 
Phis technique is 
tieular for woo 
and- for the wea 
of the industry. | 
provided for. c cale 
version | a 
rate of 


















n rate pf operation. 
ss who are cone 






cerned with pi ) 
their own AU ronk 
study this scheme, the most itt 
genious we have yet seen. Tt 
certainly succeeds in getti 
weplesale : and 














Super- 








tig At — ki 1 
manufacture. 






cesse of 











4 Wool. Yarn and Clothing (MN gi 
mum Prices and Charges Cyder). iss. 
foree September 7th, 148 



































a SHE additional burden | 


eam” plan of. tax deductions 
concern “to 


s, causing 
throughout 







the 


“accep: 
y” but cheerful — 
‘not get the job done. They 
: been promised sympathetic 
p mer demano, 







ther the man or woman- 
ower is. available; there is less 
doubt that the labour will be 


— — is 


AA w J ee staffs 
i of “green” labour, . Ros 
This . report ha trates a 
ecific line of research which 


n 
asonably sized concern with 
oe advantage by way of 


———_— a 





on | 
wages staffs as a result in wages work 


of the proposed “Pay as yous ' 













y have been asked 


— : 


> calculations, but few seem. to 


‘be undertaken by any 


By ROBERT uis 


u Management Engineer | 


Fteinig labour already qualihed 
for the new 
"work, The | 





“Pay as you earn’ 


research consists of an investi- 
most gation: 4 
extent of pepularity in calcula- 
tions and into the methods of 


anto the existence and 


<ine~those calculations most 
ef ttently and economically, 
It is perhaps safe to say that 
no calculation is popular in the 
sense that there is any desire 
to do it or that there is any 


pleasure in making it. But we 


must consider a calculation to 
be popular in the sense that its 
factors occur frequently: in any 
given series of calculations. 
Most concerns’ are aware of 
the-fact that they have popular 


of their extent. 
the object of the 


be aware 
However, 


suggested research is not to- 






stablish the mere existence of 
opularity or even its extent. 

-The importance lies. in the 
fact that where popularity 
exists, then methods or mea- 
sures- can be taken in regard 


& ` 
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to those calculations which 
enable. them to beomade at a- 
rate far in exce : the rate 


‘hitherto obtaine 
calculations. 
The figures qt ted in this 
report are from a research 
undertaken by an. organisation 
with approximately 50,000 cal- 
culations a week of the follow- 
ing kinds: 
(a) Time wages—pay hours 
— by pay rates. 


(b) Bonus. earnings—hours 
saved multiplied by bonus 
rates, 3 

{c) Labour costs — job 
hours multiplied by pay rates. 

(d Basis times — time 


allowed multiplied by, guan- 
tity goods | 
(e) Material costs —- mate- 
rial quantities multip d by 
prices, 
These calculations were being” 
made . by the following 
methods : : 
Gi.) “Time wages, bonus 
earnings and labour costs by 
product charts.. 









The Product Card, — from the Popular Card, carries details of hoes rate 
and product—-a’ wages tie-up with costs 


(i.) Basis times by product 
charts for common quantities 
and times. j 
Gu) Material costs: by 
o mag ines, : 











$ — Methods for — ion 


i —— for ir 
For the: 





‘then organis 


tion the calculating methods: 
were perhaps behind the best. 


modern practice. 


The charts in particular were 
badly laid out. The methods, 
however, were fairly represen- 
ive of what is normally 

m organisations which 
have grown rapidly as a result 
ot “the “war, and under the 
‘stress and strain of that expan- 
h ot had very much 
Fe organised methods 






















: tered on punched 
nd the . Shbseguent cost 






is w — how 
culations there are in 
of calculations, say for 
“week, which. have ‘identical 
; see whether any 
5 — 














y he used as 
_, the modus 


sf Bonus Warnings —dlinben: of Cateus] 
{| fations with Popular Rate and Hour 
g Factors, — 

9 


Över 










| below. 


and count the — of- cards 


at each rate, — * 


Second, re-sort the 
cards ‘to ‘hourly -order - 
count the 
*each 








fractional hout: 


I neidente 


‘routine, concerns 
card installations 
cards with rates and “ho 

from the clock cards, and wold 
sort and tabulate for 


and at each hour. ~ 
Concerns not having pinched 





clock 
and 
mber of cards at 


he | 
number of cards at each. rate an 








= p er : a 5 
120 rates and up to 40 and 
over re 10urs. > 


























card equipment might consider as ur 


invoking the aid of a friendly 


punched card installation or the 
Service Bureau of the punch 
card suppliers, 


To do the job manually is 


laborious by comparison with ; 
card method, — 


the punched 
although it is possible, 
The results of the survey in 
the research organisation are 
shown in Tables i ii and il 


Table i. 


calculations are over 6 rates 
and up to 50 hours; the balance 


shows then that 64 H 
per cent of the bonus earning 










survey of ‘th 
lations were confi 
eee of” 
w eeks; 6 




























of 36 per cent are over 71 rates vss 


and above so hours. Table ii. 
shows that 77 per cent of the 
labour cost calculations are 


over 6 rates and up to 30 -t 


hours, the other 23 per cent are 
over 108 rates and above 30 
hours, 48 per-cent of the time 
wages calculations. arë show 
by Table iii, to He over 5 rat 


TABLE 11. 


“Es 


with saint eae and tour Pastorn, 


lob Coste—Number. of Calculations in Time, Magee- 


: Others 




























129. 






920, 




















The upar ——— 
‘were made, not as previously 
‘by product charts, but by cal- 
culating machines, 

As a result of the re-arrange- 
sent reference was- saved to 18 
charts in calculating and 3 in the 







m ae calculations by reason of- 
the fact that the load was con- 














viously. een used 
‘evlation of time wages and as 
a result of the popularity sur- 
yey, a new chart was prepared 








‘showing the products for the 5 
popular rates in steps of t hour 
from 40 to 80 hours. The un- 


tions’ be ig made 


earnings, there is- now one 
chart with 6 popular rates 
showing 1,200 products for each 
quarter hour up to 50 hours. 
Previously, « there... were. 13 
charts showing . products 
of the 77 r 
. .Time.st 
per cent 






























f ved that 30 
ſerical labour 





lations by the old chart method 


ing machine, 
J Speed of cä 













ees other metho 
oy As thew 
card eq 





















an. 


1g punches. ~ 


= Jabour on ‘ealculation: 
chart and calculating 


The machine has other < 
abour once it has been set up. 


“it the rates-change, new charts 
would not be necessary and the 







Similarly i in Ahe case of bonus: 


loped. 


previously l eyed on caleus 


will be saved by the new chart. 








: oF $ — 
cern. was using punch 
pment it was natural 
to consider the use of multiply~ 


studies showed. that T 
i 








vantages; it needs only feeding . 





numberof errors on + trial — 


considerably Jess than by the 
previous method. 


One disadvantage was “found 


‘in that additional elapsed’ time 


had to be allowed for. making 


centrated on PER TE 


punch, 


one 


Using Punches on Popular 
Calculations. 


Primarily as a result ,of. the 
disadvantage mentioned. in. the > 


previous paragraph, a further 
investigation was made into the 
possibility of taking the. popular 
ulations off the multiplying 
: nd the technique of 
natic key- “punches 
alculations and the 













for these cal 
multiplying punch for 
popular calculations was deve- 


cribed below : F Bs 


(a) Sort. yds to. rate and method... n 
the 
popular cards from the am“ 


hours and separate 


popular cards. 


uct cards for the popular 
“factors, punching = factors 
and the product.. 

~ {cy Sort the — cards 
with the product cards so as 


to have each product card at 


the Bottom of each set of 
rs i 


machines for ihe 


popular cards. 


(d) Re-punch the factors 
“and product in the product 
_ ¢ard readi ng from 
ei the same time 
he factors and the 
— gang-punching 
ilar cards; gang- 
punch. fhe factors and pro- 
duct in the. popular cards, 


fe) Separate the product 
_ cards from the popular cards 








product | 
in the po 







cand: rate cal ula’ 


une 


The technique ‘is; v des- 


{b} Punch permanent pro- 


obe: . 


the pro- 






perched and the 
nding popular cards _ 
“been incorrectly 


ecessary to do 





| under the revis we 
and sı per cent of that used © 


by the multiplying punch on all 


calculations. Further, if 15 


estimated Ta the clerical hours 


saved by the product card and 
multiplying punch: method is.: 
more than sufficient to take care 
of © ‘pay-as-you-earn ' ? work 
The reséarch into popularity 










"an basis time calculations has 


not yet been completed, but it * 
is expected — that although 
popular’ ‘calculations. will be 
found, it will be to a lesser 
extent than in’ 












vey ‘however, ne “suggests - 
where- “popularity: exists 
produet chart. method 
culation should. be usi 
the’ popular factors and t at 
machines ‘should -becused for the , 
unpopular factors. 

Where, the concern has a 
günce carg installation then 


the popular ‘calculations should 


„the product card 
tomatic key 
inpopular 
; made by 










multiply; ing pt 
A prelimin 
ti 











made o material cost and 
calculations- and, it would 
appear that the number of 
popular calculations = are re- 
latively fem d scattered, the 
best meth n 


The discovery of 
of pay and bonus rates with 
small differences of the nature 


-of ord. to .ogd. was a by- 
product of “the survey | by 
“rolling up” rates with a 


difference of less than .o4d, to 
the next highest rate for tue 


purpose of calculation the 
number. of rates was reduced 
by 36. 


E PEER MEI AIFS a 
ar 




































success of herself, as the 
author believes, she will: have 
no more difficulty i in borrowing 
money than Japan had, 
But. in “the immediate. post- 
rr future she may find diff- 
ty. through sheer competi ` inc 
ther sources for 
able capital. She 
vill | to prove her credit 
about one-fifth: the. silk- Pro: worthiness, under .the new Er 
‘duced:in the Far East. © conditions which the abolition 
— In short,“ Chingsisiin a of extra- -territoriality will’ 
better position to:make — create. 
an. economic power i the: j Author S conclusion is that 
world than was. Japan. pene . economic activities in the o 
work-to. win a place Far East are likely to be pur- Pi 
f.". As Sir Arthur sued within a framework. of — 
Pe “Since there are Bee eres wherein em- = 
at she [China] phasis will be upon living 
an 10t economically = standards rather than POWEP 2a P 
$ she must expand -upon internationalism, there- be given 
ts ine — to pay fore, rather than nationalism ; starving — 
SN „amongst “upon money as an instrument. German 
indus⸗ rather’ than an- arbiter, and ton. 
: equilibrium, rather than arr 
* lances which. cannot be „TH 
China — — air — for long without Statistic: 
ional trader fora very bemg harmful.for longer.” — 
This. author does Packed with facts, latest 
volume of the Royal Institute. 
a OE ——— Afia; irs should 





$ ina will pro 
third of the. re 












all the cotton, 
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haustion ” aa. very. little. at J 
Ook! China must het xe, aal aa NTH T TER | * tos 
i $i (Oxford Universlty Press), 167. net. 












now imo ERMANY i is — the 
t indus- AA waras to 35 per cent by. 
demic.“ taxation, whereas we- finance 
53 per cent; as to 58 per cent: 
by horrowing, whereas we are 
borrowing ` 39 per cent, * 
© Taxation per head in Ger- 
many was £36 in 1042, as com- 

d with — ain Great — 




















scien. 
never 



















: ae decent on a nn 
ist, [ am told he is, but 
Alof the book convinces 
he is also a practical stitute oe 
ans, schemes. his major articles 
carry anyone inte- merely require 
ie futtire well-being special purcha 
l-staffed British in- — on — 





uperseded ae Pay 
sre than seb? 
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“true 
o the Ww eked. Even 
one af th em, dis- 
education, outlook, 
sament and background 
are consciously and uncon- 
sciotisly drawn, 


— — dn their midst, working at 
requires Turn to page 64 
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discussion. 
: The first gui t was Mr. E. 
A. Lever, Divisional. Manager 
“cof the Pressed Steel- Co. 

» Second guest was Mr. Walter 
lage an experienced insur- 
: broker and pensions 
consultant who | answered, : 


d guëst has oe ex- 
oth. administrative: 
uying- Department _ 
onal “Manager in 









‘Two re ident members ‘of the 
Brains Trust, Mr. Samuel 
icManners, General Manager 


of Lewis Berger & Sons Ltd., 
and Mr. Reginald “W. Fry, 
Methods: Executive of Handley 
Page léd., _were also present. 





notices issued 










ie Mr, — 
pect your, foremen issue chits,” 
leManners: “No. they. 






























issued by 
va 10,000 man 
a Surely it is 
age tech- 


. that notices “must 
k under a signature 6 
“omental head, Obviow 
departmental head shoul 
tely see and OK. “ these 
‘es; but I have had, re- 
ted instances where his sub- 
‘ordinates have sent out notices 


































_ @ CURBING OVER- ZEAL- 
OUS YOUNG EXECUTIVES 


q BUILD-UP FOR POST- w 


q REBATE AGAINST 





aT REINSTATING THE 


We ar e experiencing continual — about the dicta- 


u But Į = : 


— too danger- | 


was “H ow € cain’ 


over p this mans Enews wich 






—— to 











aed notices 
r. his control! 


WAR MARKETIN G 


pen 


to “include of re- 


‘CALLED UP’ STAFF 


agd pure vi * ves 
ing habits, retail outlet din 
markets, 
are no morë succe 
the Brains Trust suggest sources 
from which we can get the nec- 
essary information? , 
Mr. Lever: “Why not 
_ change the advertising agents? 
There are advertising agents 


who make a Leg of 
is data up 


PENSION SCHEMES, AN 
EXPERT GETS DOWN TO 
CASES | 





@ RATING SHEETS AND 
HOW TO USE THEM 






to dure ad | | 
date, because pre: war “date As 
almost useless. ` 


— new or junior exccutives on 
cae this very difficult 











Incidentally, there are 

| — several agents with imter- 

he hag never “seen. E which national bran chessor with close 
have — a lot of trouble.’ association W ith overseas 









E on it ev t 
tew weeks” ———— 

Mr, McManners: “ Partly it 
is due to green war- -time staff. 


My solution is a general book #72 
eal T oao ‘even HOW. 




















> of rules and = conduct. Any — 
alteration to that should come QM. Chisholm: “The 
before the gene ‘ral manager, 4 No Brains Trust has therefore, 
notice comes on our notice three suggestions to offer ae 
board without that.” enquirer E 
QM. Chisholm: “If I were {a) Get an age 
a brisk young executive my ternational b ol 
reply would. be ‘I am trying to associations | a aab ex 
sou secure the enforcement of rule ¿perience £) in the 
173. And I get kicked for it!” markets — In some 
Mr, Fry: “I think it is a cases an agent can be foun 
disease «of functional manage- - who is concentrating € 
. ment, You have a works. tirely on a single’ marke 
manager, a progress manager, EE Canada, India, A 
tralia, New Zealand, 





a production manager, a per- 
sonnel man a women welfare 
supervisor ‘and a méthods man 
all wanting tot -see that their- 
system Is being“ cearried out. 


South Africa. In many case 
such an agent has an offic: 
or offices on the ground, * 


(b) They should approacl 
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Who’s Who on the Brains Trust——— 
: Pressed Steel Co. 





the correct section of the 
Department of Overseas 
Trade Association, preferably 
by interview in the first in- 
stance, They should follow 
the same procedure with the 

` Federation of British Indus- 
tries. Finally, they should 

= contact the American Con- 
sular Service in the country 
concerned, as they often 
understand business require- 
ments much better than our 
own people. 


c) They must set aside 
sufiicient time of one of their 
chief executives to handle 
the problem personally and 
to get action all round.” 


3 


by black-out. We have been 


informed by both the M.O.S. 
and the Ministry of Fuel and 
— that we are not eligible 

is grant, although we 

have spent considerable sums 

of money on ven equip- 

ment in our plants, w are 

working 24 hours a day. Can 

Brains Trust say what is 
the precise situation ? 

_ Guest Member: “There is 
no question: that grants have 
been made for expenditure in- 
curred on ventilation ee 

y 


ment sitated purely 
black-ottt Unless the correct 
departmental. procedure is 
strictly adhered to, however, 
the Ministries with whom your 
firm is f 
for the very reason that your 
claims have been made irregu- 
larly, they will be turned down 
by the Treasury. 


It is essential, in the first 
place that, when you are con- 
sidering the installations of 
black-out ventilation equip- 
ment, you should get advice 
from firms specialising in this 
kind of work, It seems that 


their estimates are more 
eptab as a basis of com- 
ting a claim than any eşti- 


The Ministry of Supply is 
known to make grants for 






ntracting will find that 


mates arrived at by your own 
maintenance engineer. When 
this has been done, you should 
then inform the Ministry of 
Supply, and also the Ministry 
for whom the bulk of your 
contracts is being carried out, 
and advise them of the figure 
that the installation has cost 


‘you, 


It has been specifically stated 
by the Ministry lof Supply to 
professional ventilating engin- 
eers that the Government will 


take the responsibility of 8o 





gos 
j 


. 


(Q.M.) CECIL 
CHISHOLM 


pensation is to 
iaie" 


‘i 


| 


4 


per cent of the value of static 
ventilation, and 50 per cent of 


equipment where moving 
mechanical devices are em- 
ployed. 


It would appear from my 
information that, following 
many reckless and unscrupu- 
lous claims made in the early 
days of the black-out, as a 
means of- discharging such 
claims, every case must be 
vouched for by a neutral and 
independent engineer if cem- 
i granted.” 


back? (5) 


_ refer to women ? 


Mr.” Lever: “Doesn't this 
firm belong to the Engineering 
Employers Federation? Surely 
they are the people to ask.” 

Q.M. : “Our ex- 
perience ga sgpat trade associa- 
tions are as much in the dark 
as individual firms.” 

Mr. Fry: “My answer is 
that I do not know and I have 
not yet found anyone’: who 
does.” 

Mr, McManners: “But we 
must not shelve a thing like 
this. It must be possible to 
secure an answer from official 
sources.” . 

Q.M. Chisholm: “We shall 
make the necessary enquiries 


with the Ministry of Labour,» 


. 


Counsel and the Engineering 
Employers’ Federation.” | 

[Business is indebted to a 
legal official for the following 


interim reading of the situa- 


tion, A final statement is 
promised for, the next issue of 
Business by an official of the 
Ministry of Labour.] 


Section 14 of the National! 
Service Act said: 


" (1) It shall be the duty of any 
employer by whom a person entled 
up under this Act for service or by 
whom a member of His ppp? tr 
reserve and auxiliary fotces called 
out for service under the permanent 
enactments relating to those forces, 
whether before or after the com 
mencement of this Act was em- 
ployed when he was called from his 
civil employment for service con- 
nected with the sent emergency, 
to reinstate him in his employment 
at the termination of that service 
in an occupation and under di- 
tions not less favourable to him than 
those w would have been applic. 
able to him had he not been so 
called as aforesaid, and if he fails 
to do the employer shall, subject 
as he ter provided, he liable on 
summary conviction to a fine not 
- fifty pounds; and the 
y which any employer is 
found guilty of an offence under this 
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MANAGEMENT 
‘sub-section may, order him to pay to 
the n whom he has failed to 
— a sum not ex ing an 
amount equal to twelve weeks’ re- 
muneration at the rate at which —* 


remuneration was last payable 


. him by the employer.” 


vi 
Sale | 


>) 


“The difficulty which indus- 
trialists will find in interpret- 
ing the ‘whole clause of rein- 
statement is that there can 
be no straightforward ruling 
which will cover everyone be- 
coming free from the control 
of the Ministry of Labour. 


First, consider the case of 
the man upon discharge from 
the army who présents himself 
to his employer for reinstate- 
ment, The. employer having 
had to contend with a tempor- 
ary substitute, during this man’s 
absence, is only too pleased to 
take the man back. Here no 


problem arises, 


The second case is where an 
employee returns for his 


. former position only to find 


that the management feel that 
the substitute has turned out 
to be more capable than the re- 


- applicant. In this instance, and 


under this Act, the manage- 
ment is compelled to reinstate 
the re-applicant whether there 
is room for him in his organi- 
sation or not, 

At this stage the first diffi- 
culty arises. 

The Act states that in such 
a case the re-applicant must be 

iven a situation “not less 
avourable” in terms and. con- 
ditions than that from which 
he was called up or called out. 

But employers have been in- 
structed, using this same term- 
inology, under the Essential 
Work Orders to regard the 
phrase ‘not less favourable’ 
as merely including, the rates 
of pay to which an employee 
is engaged and any other con- 
ditions which may have been 
agreed between the Joint In- 
dustrial Council for that trade 
or in accordance with the de- 
cisions of the National Council 
of Arbitration. 

Therefore it would seem 
that it is sufficient to offer the 
re-applicant any clerical post, 
whether executive or not, pro- 
vided that he suffers no finan- 
cial degradation. 

Applicants for reinstatement 
coming under the fourth cate- 
gory in the question will give 
rise to considerable managerial 
confusion. 


We have been informed shat 


- firstly, 


Cr oF, F ETF 
only the original em- 
ployee is legally entitled to 
claim reinstatement and 
secondly that the question of 
reinstating any subsequent em- 
pees should never arise. This 
ecause, according to a Minis- 
try of Labour spokesmen, the 
second substitute would have 
been directed to the job by the 
Ministry of Labour and he 
— * been chosen from 
a eategory not qualifying for 
any further direction either to 
the Forces or industry. 

This from our own ex- 
perience-seenis to be rather a 
far-reaching claim’ upon the 
part of the Ministry. We know 
‘that subsequent holders of 
many situations have been 
taken from the jobs to which 


How can we put in a sound 


they have been directed and 
directed more than once to 


_gdther positions, sometimes to 


find themselves in one or any 
other branch of His Majesty's 
Forces, 

This aspect of the, situation 
does not appear to have re- 
ceived the full weight of official 
consideration as yet and it is 
precisely in such cases as these 
that the greatest difficulties will 
arise. 


' Jt must be remembered too 


that under the National Ser- 
vice Act the Government can 
take further powers to deal 
with employers who attempt to 
evade ‘their duties under the 


act. 
Finally, the Order applies to 
‘women as fully as to men.” 


pension scheme for our em- 


ployees without incurring income tax on payments on both 


sides ? 


How can we convince our staff, over 30 per cent of whom are 
under 30, that it is worth their while to contribute to a voluntary 


scheme ? 


Can we include executives earning fairly high salaries ? 
What happens to the —— — an employee who leaves 


after only a few years with 


Q.M. Chisholm: “ Difficulties 
often occur with schemes with 
special features a little differ- 
ent from the standard plans. 
We have here to-day an Inc. 
Insurance Broker and Pension 
Schemes Consultant who wili 
answer our enquirer’s four 
points.” 

Mr. Walter Herriot: “ (1) 
It is possible to introduce a 
voluntary pension scheme on a 
contributory basis without in- 
curring income tax inpayments 
on both sides, provided the 
rules of the scheme are drawn 
up to the satisfaction of the 
Inland Revenue Authorities in 
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accordance with the provisions 
of the Finance Act, 1921, 


The employer's contributions 
would be allowable as a trad- 
ing expense for: income tax 
and also in respect of new pen- 
sion schemes established after 
February 2nd, 1043. The pro- 
portion of the employer's cost 
which applies to future service 
pensions would be admissible 
for Excess Profits Tax, if 
applicable, whether the scheme 
were drawn’ up under Section 
32 of the Income Tax Act, 
1918, or under the Finance Act, 
1921, 

As regards the employees 








REGINALD FRY 


EMPLOYEE'S PERSQNAL RECORD 


pee o 


E BEAL TH] UREN? | SICK ess 
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p — CH AT ALL-PURPOSE 
i Y A | — x oOo ~ ae e e 44 SLIP - POST: P AIER a 
' 4 PAYROLL ORIGINAL, prepared by any known means—Pen, Typewriter, i 
Accounting Machine, Addressing Machine, ete. 


3 PAY SLIPS DUPLICATE, carbon created, perforated for- separation and 
putting in Worker's Pay Envelope. 


3 PERSONAL RECORD TRIPLICATE, carbon created, - — and 
o H Slip-Post ” punched for attachment to Employee’ S. indi ividual record sheet. 
4 EMPLOYEE'S | PERSONAL RECORD SHEET. With “Slip Post” 


" postings” attached. Sheets arranged for Loose Leaf, Visible record, or 
other binding. — 

















NOTE—Ts, Payroll solves the — 


problem on, Pay as You Go | 


OP ELAND - CHATTE RSON c O. LIMITEI 


IGE HOUSE - OLD CHANGE - LONDON, ECA 


BRANCHES THROUGHOUT | THE PROVINCES 






























under an insured pension 
scheme, the rules of which are 
administered -in © accordance 
with the Finance Act, 1921, it. 
_ may. be so arranged that they 
secure full allowance of tax on 
their contributions, but, in the 
vent of a cash sum being taken 
n withdrawal, income tax at 





s—-would be repayable by’ 
-employée on the whole 
unt, including the em- 
r’s portion, if any. 
the case of a large organ- 
n, however, having a con- 
able fluctuating staff or a 
female, staff; especially 
igst its lower paid em- 
yees, the treatment of em- 
ployers’ contributions as life 
miums, with the present re- 
“bate of 3s. 6d, in the £, is 
“definitely an advantage, as 
there is no income tax liability 
‘on refunds, which refunds are 
dikely to be numerous. This 


























n` Insured Pension Scheme 
which is set up under Section 
2 of the Income Tax Act, 1918. 
The table above, taking 
ew specimen salaries at 
dom and on the basis of 
per cent of 
{ interest from 





ided, 
2) Not only will these wide 
erences in results, however, 
‘ularly in the higher 
y ranges, be considerably 
arrowed when the standard 
< yate of tax falls below Ios. in 
the £, but there are other 
factors unconnected with the 
effect of taxation on the contri- 
butions of both sides, and these 












-under which of the two Acts 


gible employees as a whole. 
ndeed the method adopted 
resenting a scheme is often 
mportance as the 
actual benefits 


12 3 


arter rate⸗i. e. at 28. 6d. in 
1e £ so long as the tax remains. 


eatment is possible only under . 


yees’ point of view,” - 
credits being ex- 


factors would help to decide . 


“mentioned a scheme could best. 
be operated in particular cases. 
the greatest benefit of the 


p 


y7 I2 1 


as a whole, 
opportunities for 
any supplementary questions of 
a personal character, the. res- 
ponse is never in doubt. But Į 
would emphasise that it is 


essential for thè management to 


rely upon the experience and 
advice of the insurance com- 
pany when enrolling members 


under the scheme, The insur- 


ance companies which specialise 
in this work have had ex- 
perience of all classes of em- 
ployees in all sorts of indus- 


tries and occupations. 


A highly successful ‘quiz’ 
for a particular scheme appears 
on page 37. 


“u 





















1 un circumstances, 
presetits no difficulty at all. 
Frequently a maximum pen- 
sionable salary is agreed upon _ 
and is.often desirable if the . 
cost of a scheme is not to 
to become ‘top-heavy.’ This 
expression , ‘pensionable sal- 
ary’ is used to denote the 
maximum salary upon which 
contributions will be calculated 
and resulting pensions arrived 
af. . 
Further, the Inland Revenue. 
Authorities do not approve a 
scheme where the amount of 
pension payable would exceed, 
say, two-thirds of salary. . 
Certain conditions now 
govern the inclusion of whole- 
time service directors in a 
pension scheme; when a com- 
pany is director-controlled, the 
Inland Revenue will not 
approve the inclusion of con- 
trolling directors, ie. usually 
those holding individually more 
than 5 per cent of the com- 


der certain 


' (FIGURE 1) 








CONSIDER HIS REACTION TO SHOP LIFE 


le ATTITUDE TOWARD COMPANY 





sotively yo 
antagonistic antagonistic 


2. ATTITUDE TOWARD SUPERIORS 


| aie regards 
wishes 
3. 


but grumbles 


puts me for 
errors on them on them 
4. OBSERVANCE OF SAFETY RULES 
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| Quam ity 

| QIPIZENSHIP 
NUMBER OF DEPENDANTS 
SERVICE .. 

ACCIDENTS 

| ABSENCES 


. Í woRATe IN THE FOLLOWING CIRCUMSTANCES a 







ATTITUDE TOWARD FELLOW EMPLOYERS 






openly Gelicve disregards observes all observes all 
major puies 
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POSTINDEX plays its part 
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ALL over the country POSTINDEX Visible 

Systems are helping to speed war pro- 

duction . . . planning and progressing 

: manufactured parts, keeping an ever alert 
eye on stocks of vital materials, saving 
time and labour on wages and account 
records, ensuring that costs are accurate 
and up-to-date. 


POSTINDEX is used in every industry and 
profession—but for the time being is 
available for essential war production 
purposes only. 


4 oe Rostin dex Visible Files 


A’ DIVISION OF 


D Fart Natal & 
— — 


4 CONSTRUCTION COMPANY 


Offices and Factory: 201 Buckingham Palace Road. S.W.1 
TELEPHONE: SLOANE 5201 (6 Lines) 
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pany’s ordinary share capital. “confused with «job evaluation ‘scheme was started in 1936 and ° 


(4) Mahy existing schemes 
provide for 
paid back what he has paid in 
without deduction of quarter- 
tax: but in any event it is 
quite naturally - an integral 
part of any modern pension 
scheme that the options avail- 
able to employees who leave 


shall be as satisfactory as is 
' reasonably possible.” 


Mr: Fry : “ The idea of Merit 
Rating does not seem to have 
“caught-on° over hére except 
in the very large industrial or- 
‘ganisations and large municipal 
undertakings. It is frequently 


Fig, 2 overlays chart in Fig. 1 and crystallises foreman’s 
assessment 


an employee being 


and perhaps it would beas well 
to explain the difference and the 
relationship between the two 
before outlining the scheme 


‘with which I was associated 


some years ago. 

Job evaluation seeks to assess 
the relative value of one job 
as compared with another; 
merit rating is concerned with 
the measurement of the effec- 
tiveness of individuals in their 
jobs. 


The most popular purpose 
of job evaluation and merit 
rating plans is wage and salary 


determination, the first deter- 
mines the base rate for the job; 
the second determines the wage 
differential payable for indivi- 
dual effectiveness in the job. 
Other purposes are pro- 
motion, transfer, training and 
assessing supervision on quali- 
fications and effectiveness. Our 





covered only clerical workers; 
subsequently it was extended 
to cover technical and executive 
grades, We used what — is 
known as the ‘graphic rating 
method’ based on a rating). 
sheet which schedules the> 
traits in any particular job; for 
example, performance both as 
regards quantitv and quality, 
time-keeping, attitude towards 
superiors, attitude towards 
other employees, are some of 
the traits | remember. 

For each trait we established 
a total point award, weighted 
as regards its. relative impor- 
tance to other traits, À 

'For each trait, we estab- 
lished sub-divisions of the total 
points awarded for the effec- 
tiveness of the individual as 
regards that trait. Thus each 
individual was rated for his 
effectiveness in each particular 
trait and the sum total of his 
point awards for each trait 
gave us a total point award 
which compared with other 
people in the same job gave 


us an indication of his effec- 


tiveness as compared with those 
other people; it also gave us 
his progressive or regressive 
effectiveness in any particular 
period of time, 

The rating form was filled 
up once every year by the em- 
ployee’s immediate superior, 
and it was checked by the 
head of the department. The 
ratings were shown to and dis- 
cussed with the employee, and 
as we had established base 
rates for the job by job evalua- 
tion, we used merit rating to 
confirm applications’ or recom 


' mendations for pay increases. 


We _ deliberately kept our 
plan simple, Rating plans do 
not give mathematical accuracy 
in assessment but they do 
enable a scientific approach to 
be made to the problem.” 

Mr, McManners: “I have 
had some experience with 
rating,sheets, The great trouble 
is that a first-rate psychologist 
who has had experience in this 
work is essential for handling 
the work. The ordinary psy- 
chologist should not be con- 
sidered for this work, His 
technique is too crude. The 
art of successful rating de 
pends about 90 per cent on the 
skill with which this sheet ha: 
been drawn up to meet, actua 


Turn to page 58 
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Remarkable results achieved 


War conditions have revealed just how important 
planned ventilation is-—proving that the health 
and output of workers depend, to an extent never 
appreciated in peacetime, upon the air they breathe. 
The transformation in a staff working in clean, 
fresh air, as against a stale, heavy atmosphere, has to 
be experienced to be believed. Increased output 
automatically follows. Absenteeism is sharply 
reduced. Quickly installed. . Economical. Non- 
mechanical. No upkeep or running costs. Present 
installations adjusted. A permanent _ peacetime 
system. COLT experts give advice on site. Write 
for Technical Booklet B.N.6. 


COLT VENTILATION LTD. 


SURBITON, SURREY. 


Telephone : Elmbridge 6511 (4 lines). 






TE busy executive cannot 
Š afford to rely on his 
desk-pad or date block calender 
if he is to keep up with seach 
day's most. urgent calls, _ 

> Here is a system tried and 


1 appointment or business to 
attend to on a particular day, 
is noted on a card and 
ropped into the proper. com- 
If correspondence is to be 
followed up at any time, a 
notation which will identify 
the letter is entered on a card, 
2i and placed in its date guide. 
Fach morning, the reminders 
‘of the day are taken out and 
referred to, but should it- be 
decided to postpone some 
matter, the old card is simply 






























ment, This gaves the time and 
trouble of re-entering memos 
on other leaves. 

There is, however, one dis- 
advantage, for indefinite post- 
onements may cause some 
usiness to become buried in 


re files. 


3.P.0, Will Coach Your 
lello” Girl 


" GOOD telephonist creates 
ef a good impression, This 
= is well-known, for when a call 
is put through, | promptly 
“answered in a calm clear voice, 
and quickly connected, people 
are inclined to think “This is 
an efficient firm.” But what of 
the switchboard. operator who 
keeps asking questions, tells 
you to hold on, and after 
numerous clicks and crackles, 
at. last manages to connect 
your F 
Unwittingly this type of girl 
iss creating a bad impression. 
The caller becomes impatient 





_amount of 
and 
blockages. 


London. factory. 
placed in another date compart- 


and irritated and believes the 
firm «to be inefficient. 

` But there is a remedy which 
is worth making use of. 

The G.P.O. has a scheme | 
whereby new or prospective 
switchboard operators may be 
given one week’s free tuition. 
without cost. But the girls 
may be trained only at the 
request of their employers, 

Underlying reason for this 
scheme is that a trained oper- 
ator causes so much less 
trouble than an improperly 
trained one, and therefore 
saves the GP.O. a large 
unnecessary work 


reduces hold-ups and 


Suggestion Scheme 
Improves Conditions 


ERE is. an 
í suggestion 
adopted by va 


“ideas and 
scheme ” 
large West 
By intro- 
ducing it they hope to lessen 
employees’ complaints regard- 
ing what are considered to be 
time-wasting methods. | 
On the table, by each time, 
clock there is a tray containing” 
suggestion forms together with 
a stack of envelopes marked 
“Personal” and addressed to 
the works manager, | 
© Any employee, operative or 
staff who considers that he has 
a’ workable proposition, takes 
one of these away, states his 
case, signs it, enters his clock 
number on the envelope and 


agers secretary. 
in the course of the day, the 
manager scrutinises the sug- 
gestions. | 

Those 
reasonable or 
forwarded “to 
mental chiefs. 
investigation bears out the 
works manager’s original 


he considers to be 
workable are 
‘the depart- 






F 


the . employees 


send personal remarks. t 


“concerned, I` 





valuation of the idea,‘ it is put 


into practice. 


For the suggestion accepted, 
a five-shilling award is made 
to the worker, and this pay- 
ment.is included in the current 
week's pay packet. — 
In addition, every three 
months, a bonus of £1 is given 
to those workers who have put 
forward the ten best ideas 
during the quarter.— 
The management claim that 
this method has eradicated 
many trivial bottle-necks and 
seem to be 
much more contented, Psycho- 
logically they feel that their 
brains, as well as their hands, 
are welcomed by the manage- 
ment, — 
One drawback to the scheme 


‘is that “ wags” under assumed 


the “suggestions boxes” to. 






works manager >or submit 
ridiculous suggestions. l 

This has been stopped, how- 
ever, by placing a notice over. 
the suggestions boxes telling 
the workers that these people 


may jeopardise their privilege 


if at any time the owners of 
such a mentality. should . con- 
tribute such ideas, 





Again 
OU suggestion regarding 
a timely re-application 
for deferment on this page in 
the October issue has 
roused some inte 
Tt -would © app 
system capable 
that defern 










| E 
minds of executives responsible 
for this important branch of 
labour “administration. 

An excellent suggestion has 
been sent in, from a reader 
which would appear to further 
tighten up the system recently 
described. It is suggested, that, 
instead of keeping ‘the list in 


eS ey 2 ee Dd 










Wagon P 
A i > 
or "Ñ 


warehouse 
To 





OO many users of transport still treat 

the nation’s wagons as warehouses 
instead of putting them back into traffic. 
How shocked they would be if they were 
accused of obstructing the war effort. 


“One wagon out of tens of thousands!” 
“It was only three days at our sidings.” 


But in total, hundreds of wagons stand 
idle for thousands of days—a huge loss 
to our vital transport system in its 
colossal war tasks. Will you take steps 


now to see if you are an unwitting i x1 
offender ” ? j | a 


You know your own problems 
| Best. Tackle them in your own 


T way But tackle them 
VICKER URN ROUND te mian, Sivori 
tdeas, improvise if needs 


be Here’s a starting-off agenda 


I. CLEAR LABELS AND DOCUMENTS 
THAN EVER BEFORE |: 200085 


3 WORK IN BLACK-OUT AND A 
WE 


Issued by the Ministry of War Transport 4. OPINIONS OF “MEN WHO DO 


THE WORK” 
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€ advantage 
aned. Are ; that it 





the complete 
people and staff and 
sonly those for whom defer- 





















due, would need to be- 
: handled. | 
oS a Make the Time Stamps 
_ Save Your Time 
i p™E stamps for the 


‘correspondence room are 





mg nail- 

) modifications it has 
2 =the Saving of 
executive’ 8 time. 
ë — in your 


Pr obably the stamp iS 




















at 
fice? 
d by. the clerk. responsible 
yr Opening the mail, he stamps 
e letters, classifies them to 
i and that 


— are the result of 


‘ignorance, Ignorance, 
| is to Say, of politics, 
ics, ete, ; 


\lso, an expert in one trade 
of no use, unless he has an 
is going on 
phase i are the 


de — set out to educate 
his employees, not for his own 
gain, although he does obtain 


some results, but for the benefit. 


of his workers. He hopes that 
the majority of employers will 
“eventually follow his example, 
for he admits that on its own, 
his scheme accomplishes little, 
His idea is this. At least 
once a week, all the office staff 



















nd the factory employees 
attend a lecture given by a 
prominent person, or an 
authority .on a particular 
‘subject. : 


All these — are — 
for their ability to “hold” 
i audience, and lectures are e given 


ment application was falling — 


only: a check on, receipt of in- | 


iS © 


— — 


be unnecessary to “go th Josh | i> j — 5 
jist of work- — 
instead - 


f submit letter to me for signa- 







Phe letters: — epee ie 
mean respectively + ‘reply. ‘and 





se) ture, see me immediately, and, 


By ringing the — symbol 
the executive saves time. 
Phoning is cut out 


Here the chief purchasing 


officer has added to the time 


stamp's usefulness. The illus- 
tration shows what his sugges- 
tion to the stamp manufacturer 
WAS, 

The: ‘use of letters round the 
outer diameter are an addition 
to the usual type of stamp. 
Each detter has a symbol and 
is an embodiment of a code. 
“A” represents) Miss ——, 
B Mr. , and so on, 





hundred books are availa 





ion, by ministers of all 


denominations, politics, civics, 


art, literature and others, con-. 


nected or partly connected with 
the firm’s work, such as; manu- 
facturing processes, merchan- 
dising methods, and the origin 
and characteristics of the 
materials used, 

This gives junior office staff 


some insight of factory work,- 


while the factory juniors learn 
something of the clerical and 
admiyistration side. 

Other subjects given are of 
topical or general interest. 

The lectures are timed to last 
roughly one hour, with fifteen 
or twenty minutes for discus- 
sion or questions afterwards. 
“At these discussions, workers 
take the chair, 


* 


cussion is conducted as a pro- 
‘per meeting. 
Lectures are given in the 


firm’s time, at the eee of 


the morning, when people are 
usually fresher, 


all correspondence wanted. 


with. 


Minutes are 
also taken and the whole dis- 


# 


A ring round two or more 


"of the symbols will indicate 
. the action to be taken by the 
: person concerned, The.‘ T 







is ‘done. in th veh 


tic ink o used 


executive, 


Where at any — a — 


post may cause top manage- 
ment to miss. any corfrespon- 


dence, the absence of rings or 
code markings on the time 


‘stamp, will show that such a 


letter has not been seen per- 
sonally. 

This method enables with a 
good deal of surety the top 


“management to leave to the 


discretion of his assistants the 
bringing to notice of any com- 
munication which appears to be 
of sufficient importance, 


with 
some 


By arrangement: the. 
borough librarian, 
ble 
on the subject of each weekly 
lecture, 

In addition, by co-operation 
the L.C.C., evening 
classes are conducted on the 
premises, These include econo- 













# 


mics, shorthand, dressmaking, 

first-aid, keep- fit, pad book- 

keeping. Ea ES 
Each week, l Hie | 

stitute of- Ad 





sends down pie S 
with type- -written comsentaries. 
They are hung in the canteen 
recreation room. 


After three lantern lectures 
on visual arts, and some weeks 
of exhibits in. the j 
sufficient interest 







T ee “jectures and, classes 
have come to the notice of 
many employment bureaux, who 
heartily agree with the policy, 
and as a result, all prospective 


- employees sent to the firm are 


carefully chosen and are 
usually of the finest quality, 





is on the way-as the method 
of tax collection for millions 
of employees. This may 
involve your Accounting 


Department in extra work. 


Are you Prepared for jt? 


Ifwe can help youwith advice 
we welcome your enquiry. 





LONDON COMPUTATOR LTD., | ALBEMARLE ST, LONDON, W.I. Telephone REGent 1331 
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"An Opportunity for 


The Factory Nurse 


By VALERIE BOWERMAN, S.R.N., 
Industrial Nursing Certificate 


MAN who contemplates 


_ visiting a foreign 
country for the first time 
usually gathers information 


concerning it from any of his 
friends who have been there, 
especially if “one of them 
happens to be an expérienced 
traveller. He consults maps 
and guide books and arrives at 
his destination more or less 
prepared for what he has to 
see and do. 

In spite of this, he does 
not become aware imme- 
diately of all the ‘possibilities 
of the country, but gradually 
assimilates them from his ob- 
servation of the mode of life 


-and customs of the people, It 


is not until they have become 
thoroughly acquainted that 
they can be of any assistance 
to one another. 

This analogy applies in part 
to the employer who intends to 
engage an industrial nurse for 
the first time. Like the trav- 
eller, he may seek advice from 
friends who already employ a 
nurse, He may study litera- 
ture on the subject, and he 
may, and probably will, wonder 
what a nurse would find to do 
if he did employ her. It is 
only when the need is accom- 
plished and the nurse is on 
duty that he will realise just 
what she is able and willing 
to .do, 

He is, however, in a much 
‘happier position than the 
traveller who has to gather his 
information in the best way he 
can, because the employer who 


wishes to engage an industrial 


nurse has an immense amount 
of information and help avail- 
able to him at the Royal Col- 
lege of Nursing, in fact he can 
be supplied with all the know- 
ledge he needs, 

The Royal College of Nurs- 
ing, 1a Henrietta Place, Caven- 
dish Square, London, W.1, 
trains nurses forsindustry and 
keeps a roll of available 
nurses, together with the quali- 
fications and special attributes 


of each. Advice may also be 
sought there as to terms of 
Service, scales of salary, and 
any other matter likely to 
trouble a prospective employer. 

Alternatively, application 
may be made to the -Appoint- 
ments Department of the Min- 
istry of Labour. 

If the employer is engaging 
an experienced industrial 
nurse, as he is well advised to 
do, his best plan is to engage 
the nurse before he has any 


‘fixed plans, so that they may 


confer over the setting up of 
the Health Department. By so 
doing, much expense, time and 
labour will be saved. 


A Plan and a 
Curriculum 


Instruction is given on the 
equipping/of a health depart- 
ment during the industrial 
training of a nurse, and the 
Statutory Rules and Orders 
affecting it are studied, 

Two pamphlets which will be 
useful at this stage are the 
Home Office Welfare Pamphlet 
No. 4, “ First Aid and Ambu- 
lance for Factories,” price Is., 
and Form 327, “ Memorandum 
on Medical Supervision in Fac- 
tories,” price 2d., published by 


the Factory Department of the 


Ministry of Labour and 
National Service. Both pam- 


phlets are obtainable from His 
Majesty's Stationery Office, 
York House, Kingsway, 
London, W.C.2. 

In setting up a health depart- 
ment for the first time, it is as 
well to start modestly and in- 
crease in size according to 
demand. For a beginning, two 
rooms will be necessary, One 
will be used as a main surgery, 
and one as a consulting room 
or office. 

This room can also be used 
to accommodate. a worker 
needing a short, quiet rest, It 
will be essential if pre-engage- 
ment interviews are to be 
undertaken. The rooms should 
be in a central but easily acces- 





sible position, on the ground 
floor. There should be an easy 


approach and exit for 
stretchers. Natural lighting 


good ventilation, facilities for 
adequate drainage, gas or elec- 
tricity and water should be 
borne in mind. 

A quiet situafion should be 
chosen if possible and the 
probable necessity for expan- 
sion in the future should also 
be remembered. 

Regulations and Orders con- 
cerning the health department 
say that the minimum size of 
the main room must be not less 
than 100 square feet, and that 
essential equipment must in- 
clude the following : 

1. A glazed sink, with hot 
and cold water always avail- 
cable, 

2. A table with a smooth 


top. =. 
3. Means for sterilising 
instruments. 


4. A supply-of suitable 
dressings and splints, 

5. A couch, 

6. A stretcher, 

A trained nurse will be in- 
valuable when the stocking and 
planning of the department is 
discussed.. She will be able to 
ensure that. cupboafd room is 
adequate, that sinks and 
shelves are placed in the most, 
expedient positions, that colour 
schemes, black-out, floor space 
and coverings are used in the 
best possible way, and will be 
able to give practical advice on 
many other points about which 
a layman might be in doubt. 

While the health department 
is being prepared, the nurse 
could be accommodated in 
temporary quarters where she 
could hold a clinic for treat- 
ment of injuries and illnesses. 
Most of her time, however, 


Turn to page 64 
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FIRE ALARMS 





YOU WORK 





s my) B 
Qcienti fic 


but seating 


“Fighting Fit in the Factory, 2 booklet 
issued by the Ministry of Labour and , 
National Service, stresses the impor- * 
tance of scientific seating in the factory AAS 
s so far as tọ say that *\g90 ' 
\ 


it even goe 
posture means less fatigue. 
the original scientifically 


designed factory chair, makes it pos- 
sible for you t9 fulfill all these seating 
ipped with , 


requirements. Factories equ!P 
s save in time and absent 


Tan-sad chair 
labour ; and the workers reach the 

highest production point pos: 

sible because they are “alive” 
throughout the busiest shift. T H E T -§ A D C yi A | E 
Send Id. stamp for copy of 

“True Posture, 3 small bro- ) LIMITED 

chure compiled by an indus- 

ERKENWELt GREEN. LONDON, E CA 


trial Medical Officer. 


Tan-sad, 


Clerkenwell 3192 


conditions in ‘the ‘business to 


which these sheets arë going 
cto! ‘be applied.” | 
QM., Chisholm: “Are you 


cling us that the average firm 
_ cannot. find a psychologist to 
Be prepare these rating sheets?” 
Mr, McManners: “Not quite : 
but it <should be understood 


that-about only 1 in 56 psy- 


: : _chologists are capable of doing 
eon s job, This phase of prac- 


























alist, 
eneral practitioner to” oper- 
con the throat.” | 


Mr. Pry: ha Seulda go sO 
ar as that. On the contrary, 

avathat an executive 
A koa ni 





= McManners: “Į dis- 
-You must find a psy- 
gist, capable of doing the 
“ok ` qualities to 
J es necessary in the prepara- 
of — a chart.” 


liji: m t Well, 


never vel — of a “ih 

sört for which they have 
able to supply an ade- 
trained, So 


now “over “iwen i 


Bu uilding an d Civil 388 i 





— 
standard treatise on the sub- 
‘Personnel Management” 
by Scott and Clothier, was first 
published, 


is reproduced here. 


tical psychology is one for the 
: You would not ask 


we 


since the American 


tect, 


The authors gave 
several more or less standard 
and fool-proof graphic rating 
scales. One such, more recent, 


a scale is now under considera- 
tions of one or two well- known 
British concerns, 


Further, the question of job 
“rating is now commonly under- 


taken by a committee. 
A suggested rating sheet is 


presented in Fig. 1, by courtesy 


of. American Management 
Association, : 
This particular sheet was 


prepared to call attention to 





Any Questions ? 


The Editor reminds you . 
—if you. have. a serious. 
pi of management _ 
administration, send. 


it ‘to ‘the Question Master, 
“* Business,” Whitefriars 
—— Tallis St, E.C. 4, 





‘LIMITED 


Just such l 


‘content £ rom 


where the records on qual 
quantity, etc. are available. The 

_ maximum possible score for 
_ subjective factors is 165, points. 





poss le. For ‘example, an em- 


ployed's. job knowledge is usu- 

ally based upon a raters per- 
sonal opinion, Without clear- 
cut job analyses and descrip- 
tions, . the ratings become 
almost. meaningless ; therefore 
the. rating of this “factor Gob 
knowledge) is perhaps more 
fairly accomplished through 
objective measures of quality 
and quantity as discussed be- 
low They reflect accuracy, 
speed, efficiency in use of w ork- 
ing ‘time, ete. 


The upper part of the rating 
sheet presented in Fig, I ts 
to be filled in by the foreman 
and when completed presents 


his opinion (subjective) of the 


employee’s attitude, initiative, 








see 


leadership, etc. The lower part. 


(objective) is to be completed 
after the foreman makes his 
rating, in order. to preyent its 
influencing the 
foreman’s opinion, and 
be done in the departm nts 


The maximum score for the 





factors measured ae : 
is 335. n 
The point aea c 


quality must þe. calculated from 
= spoilage records.” = 











London Office = 


Telephone: 
¥ AXiow 2366 48 fines) 


Hier 


Eng ineerin 


C ontractors 


10, ST. GEORGE STREET, LONDON, WI 
Also at RUISLIP ROAD, SOUTHALL, Middx 


And Branches throughout the Country 
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t Taywood, Southall.” 
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N] _ HARVEY 
jz | STEEL STORAGE 
EQUIPMENT 


“HARVEY” Adjustable Steel 
Storage Bins and Shelving 
can be arranged to form 
stacks giving accommoda- 








tion for small or large 
quantities exactly as re 
quired. NO WASTE SPACE 


“HARVEY” Steel Equip 
ment is portable it can 
be dismantled and e- 
erected by unskilled laboui 
without any depreciatio 
whatever. NO fixing 

floor or ceiling is necessary 


G A HARVEY s.Co. (LONDON) * paag 


NO MAN CAN KNOW 


TOO MUCH OF HIS PRODUCT 


The Ultra Lens, a reveal- 
ing eye of six actual dia- 
metrical—36 area magnifi- 
cations, brings out points 
of strength or weakness. 
Whether you are engaged 
in manufacturing, buying or sell- 
ing, it is an ally of real value. 
No instrument you can buy will 
more quickly justify and pay for 
itself, 


For the close scrutiny of every 
conceivable object, metals, tools, 
fabrics, fibres, minerals, precious 
stones, paint, print, manuscripts, 
biological and botanical speci- 
mens, cutting edges, fractured 
surfaces, raw materials, and in- 
numerable other purposes, the 
ULTRA LENS is invaluable, and 
presents in many instances 
hitherto unsuspected data which 
can be used to advantage. 




























Imperial 
Typewriter 


for all ‘lines of communications’ 











Actual size 63x12 





The price is £4-§-0 complete in 
case with spare bulb, battery and 
transparent measuring scale. 


THE ULTRA LENS COMPANY 


British Made RICHARD BOCK 


Full particulars 37 Finsbury Court, Finsbury 
on request, Payement, London, E.C 2 











Typewriters can now only be purchased 
under Licence from The Board of Trade. 






Imperial Typewriter Co. Ltd. (Dept. 7), Leicester, 
a ee 










_ MANAGEMENT 





The 
BRITISH 


MUTUAL 


BANKING 


COMPANY 
LIMITED 


Founded 1857 





Customers in all parts 
of the country 
appreciate the 

close relationship 
fostered by the Bank 


LUDGATE CIRCUS, LONDON, E.6.4 
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IMMEDIATE DELIVERY 


INDUSTRIAL SEATING 
THE 


“ KEMCLO"™ STOOL AND 
LOCKER COMBINED 
Pat, No, 536472 
Model 2 as 
s illustrated 
25/- 
Extra large 


from 
16/- & 20/- 


-— 


@All metal 
construc- 
tion 







@ Locker 
under seat 


@ Can be 
made to 
customers’ 


Aeignts 


Also strong 


. able, 21/-. 


‘“(KEMCLO”’ HARDWARE CO. 


55 Netherwood Street, London, N.W.6 
MAIda Vale 1331 


| (See ` Booklet—para. 
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-| COAL—HOW IT 


ae yews J 


MUST BE USED ` 


Continued, from page 30 


will produce a wealthier as well 
as a healthier Britain, ‘and 
nothing could be calculated to 
stimulate more our export 
trade so necessary for the life 
of this country. 

In conclusion | wish to men- 
tion the great service which 
the institute of export has 
rendered in drawing the atten- 
tion of the nation and of the 
Government of this country to 
the urgency of building air 
transport planes now, to be of 
immediaté assistance to the 
war effort, and eventually to be 
ready with a sufficient number 
of suitable British machines 
manned by our heroes of the 
air, for the merchant service of 
the air after the war. 

Not a day should be lost in 
making arrangements, and all 
the necessary preparations for 
Empire air services, and at the 
same time we should get busy 
now to prepare air line services 
from this country to South 
American countries, and also to 
Central America and the 
British West Indian colonies. 
It is advisable to make these 
arrangements now, rather than 
to start scrambling for arrange- 
ments after the war. 

Immediate action is” this 
matter is of vital importance to 
winning the war more quickly, 
and later for the rebuilding of 
Britain's export trade after the 
war is over, not only by run- 
ning air lines in many parts of 
the world, but also by supply- 


ing British aeroplanes, aircraft 
engines and accessorigs, aero- 
drome equipment, etc., to many 
places abroad from a new and 
revitalised aircraft industry, 
We have the engineers, the 
designers, the^ artisans, the 
pilots, and the ground staff 
already trained and ready. 
What we need is a Govern- 
ment with sufficient vision to 
face this question boldly and 
sufficient courage to take im- 
mediate action. fe 
I believe that the men who 
really, matter in our present 
Government have sufficient vis- 
ion to see that sectional vested 
interests must give way to 
national interests, and by so 
doing they will earn the con- 
fidence and respect of the 
British public, which is now 
thoroughly aroused, and of 
which. they are, and must 
always remain, the servants. 
The Beveridge plan is no 
doubt sincerely intended to 
meet fear and want, but let us 
apply with boldness the im- 
provements which will enable 
us to have a Beveridge plan. 
Let us remember the old say- 
ing: “Waste not, want not.” 
We have wasted coal deri- 
vatives during the last ten years 
to an amount involving a sum 
of £3,800,000,000, If waste is 
to be continued at this rate, 
we shall indeed deserve tc 
suffer fear and want, which 
may possibly bring hunger and 
revolution. 


We Presented Our Pension Scheme 
Continued from page 38 


A.: You can do one of two 
things: you can have-all your 
own contributions returned to 
you (but if so, income tax ata 
special rate, at present 2s. 6d. 
in the £, will be deducted), or 
else you can take a pension of 
whatever you have, provided 
with your own contributions. 
11, and 
also. refer carefully to par. 7). 

15. O.: Does my wife share 
in my pension? 

A.: Only if you arrange it 
specially. The pension is to 
you, and not to your wife, but 
if you wish to do so, you may 
take a pension of a reduced 
amount, and when either of 
you die, the survivor will re- 
ceive a pension of half this 


sum, (See Booklet—para, 10. 
16. Q.: Supposing I die be 


fore I retire ? 

A.: All your own contribu 
tions will be returned, withou 
any deduction, to your repre 
sentative. (See Bklet:—par. 10) 

By these provisions ` ; 
member who was sufferins 
from a serious illness coul 
retire forthwith, with the com 
pany's consent, although néces 
sarily on a smaller pensio 
than he would have otherwis 
ultimately retired on, and hav 
exercised his option to enabl 
his wife to draw 50 per cen 
pension after his death. 

The scheme was _ launcher 
the trustees had taken over an 
something good had been done 
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OVER A THOUSAND 
IN DAILY USE 


MIXTURE _ 
OUTLET 


PREMIX 


Cas and Air 
incorporator 


for improved results from 
as fired heat treatment 
urnaces, enamelling ovens, 
core ovens, salt baths and 
other gas fired appliances. 

Entirely independent of 
town's gas pressure. Free 
from human element. Gas 
and air are automatically 
mixed to give any pre- 
determined mixture, re- 
maining constant under all 


: . Mr, A 
demands, resulting in im- Tes 






AIR INLET 


Savings of 10% to 30% in gas consumption 


ARTHUR DOCKING & CO. LTD. 


RADIANT WORKS,  BARNSBURY PARK, LONDON, N.I 


MIDLANDS DISTRICT MANAGER : 
J. Thompson, 


Phone: REPRESENTATIVE FOR EIRE : 
NORth Mr, G. L. Macdonald, 


101 Weymoor Road, Harborne, 1677 6 Corn Exchange Buildings, 
proved production. Birmingham, (3 lines) i2 Burgh Quay, Dublin, 
- Telephone: Harborne 1689. Telephones: Dublin 629111, 299541. 








IM A PUTTER-ON OF 
NAMEPLATES 





I'm any hand in your factory with 
no special skill or training. I can 
put brilliant permanent Trapinex 
Paint Transfers (patented) on 
metal, plastics or other difficult 


time required for metal name- 
plates, instruction panels, scales, 
serial numbers, etc, No limit to 
size, colours or quantities. 


Used in vast quantities by Minis- 
try of Supply, and Air Ministry 
contractors, engineering, electrical 
and other manufacturérs. 


i. TRAPINEX 


PAINT TRANSFERS 
TRAPINEX LTD., 


§ COMMERCE WORKS, 43 COMMERCE RD., N.22. 
BOWES PARK 2689 Gi 


ipecimens and quotations 
ladly sent without obt- 
‘ation on receipt of full 
fetaile of your require- 


materials in a fraction of the | 





DONOVAN 
FOR Kinlomotic 
DIRECTSWITCHING STARTERS 
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Controller embodies: 

|. Isolator 

2. L.V. Lighting 
Transformer 

3. Contactor 
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THE DONOVAN ELECTRICAL C° (9 ELECTRICAL ENGINEERS AND 
BIRMINGHAM, 9 W STOCKHOLDERS 


front - STtcwroeo 2277 (PRX) beawt = Dongvis. Binwintwae 
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‘W-—for the Office and F y 
NEW-—for the ce and Factory 
ELECTRICAL PEN of work, elaborate, or sketch- colour coating firmly to the 
ENHANCES DRAWINGS "5; and will combine perfectly drawing paper or card. Metal 
; >... with pencil, brush, chalk or or pigment colours are on thin 

A NOVEL gadget, which is black ink work. The pen and sheets of glassine paper. è 
A useful to have in an resistance is supplied by For elaborate letterings a 
office, is this electrical drawing “Opamettl” of Manchester. patent electric heater attach- 
pen producing over *twenty It draws and paints in line, ment, complete with resistance, 
gleamifg sheet metal and mass and stipple. can be obtained for type- 
opaque pigment colours, These . Controlled heating of the writers, to type from brilliant 
colours are quickly applied pen’s drawing point, turned ribbons and stencils, in gold, 
me dry instantly. The pens flat for broad and bold work, silver, metal bronze, purple, 
afe available in large numbers. and side-ways for fine work, blue and green copper. There 
The pen can tackle any style applies the shining or opaque are also white ribbons for 
toned paper. Moreover, it is 
possible to make carbon çopies. 
This equipment is specially 
° suitable for drawings, letter- 

Cc ing, etc, used by offices, col- 

leges, educational and_ public 

| departments, engineering, SCi- 

we Ure | entific works and business 


houses, 







MITTEE kt GAUGES SAVE 


ein SP 


scope of screw plug and 

ring-gauges is now required, 

As a nation we are tough, both so a three-point screw caliper- 

physically and morally. We always ' gauge has been produced to 
rise to an emergency. So it is in meet the new demand. 

this war, The unfit man has risen Much time is saved as the 


j * gauge can be applied to work 
above his disabilities, the older man even on the machine, with 


has cast off the burden of the years eyery confidence in its 
to fill gaps torn in the ranks of accuracy. 

industry, But, with rapid accelera- At a glance, it is seen 
tion of production, with increased whether the work is in the 


weariness, it is not surprising that) tolerances allowed for. It is 
5 absolutely foòlproof, and can 
x accidents tend to increase, 


be trusted even in unskilled 
hands. It has a longer life than 
Believing that ‘Prevention is better other gauges, and, further, 
than cure,’ the’Midland Employers’, this is prolonged by possible 
with their specialised knowledge of ing — 
industrial dangers, and many years’ Flimsy components are liable 
experience of dealing with workmen's to distortion through faulty 
compensation, now offer the results | mounting, etc., and would pass 
of that experience to their policy the ordinary gauges, but this 
holders, and will readily advise upon | —— aru immediately 
measures necessary to reduce the It does more than measure 


number of man-hours lost owing tO the simple diameter. It shows 
industrial accidents. by how-nuch the malformation 
| of the thread profile interferes 
with the basic dimension, thus 


MIDLAND EMPLOYERS’ Sze, This gauge then, Can 
check the effective diameter 
MUTUAL ASSURA NCE LIMITED l ang errors in pitch, 


The calipers are made for 


Head Office: Waterloo Street, Birmingham, 2 internal and external applica- 
B hes all h \ _ | tron, but in both cases they 
ranches all over the country e oie casina seu 


Premium income exceeds £2,600,000. General Manager,Allan S. Barnfield, O.B.E. mounting three annular-ground 


— —— 


W 








When gauge is fitted, hand 
pressure brings centre roller 
on to unit 


thread rollers, accurately posi- 
tioned at a radius pre-deter- 
mined to requirements. They 
can be adjusted at the works, 
however, but when supplied 
they are sealed to prevent un- 
authorised tampering. The two 
outer’ rollers are designed 
similar to. the standard “ Not 


Go” gauge form, They are. 


truncated on the outside and 
cleared out in the core dia- 
meter to give a .o20in. flank 
engagement. 

These rollers form the first 
location for the gauge and are 
mounted on slightly eccentric 
pins to allow for the first 
adjustments, 

The centre roller is a special 
cam gauging roller, integral 
with a small dial, easily con- 
trolled, to give a very sensitive 
feel, 

-This roller has two threaded 
lobes. One has a “Not Go” 
thread form with the same 
flank engagements as the other 
rollers, and the other is a com- 
plete full form, © 


The dial is graduated in two . 


sections to correspond with the 
lobes, and the two sections are 
divided into eighteen equal 
divisions, each of which equals 
oot on the diaméter. 


Special steel threaded guide 
strips in the two arcs on the 
frame, although not contacting 
the work, prevent cross- 
threading. 

The gauge is used as seen 
in the illustration, and may be 
had in sizes from 4łin, O.D. 
*xternal, and from 6in. I.D. 
‘or internal, both working with 
Whitworth, U.S.S., Acme and 
3uttress threads, 
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LONGER LIFE FOR 
CONCRETE FLOORS 


UST from concrete floors 
need not be tolerated, nor 
need the danger be permitted 
to cause damage to delicate 
and moving machinery, 
“Watco” eliminates 
face dusting and gives 
floors a much longer life. 
It is 
which seeps through cracks 
and pores. Without any 
chemical action taking place, 
it becomes an integral part of 
the floor, 


sur- 
the 





a chemical solution ` 


INDUSTRIAL PRODUCTION EQUIPMENT 


The liquid is applied in as 
great a quantity as the floor 
will absorb and is done with 
the minimum interference to 
work, during night hours or at 
the week-end. The work, can 
be carried out by unskilled 
labour, and any floor, old or 
new, can be treated. 

Old floors, however. 
more absorbent, but. on 
average one gallon will 
250 square feet, 

After sinking in, it becomes 
a binder, so that no dust accu- 
mulates, and the surface is 
hardened., 


are 
the 
treat 





ELLAMS DUPLICATORS 


| and appliances are proving their 
| lasting qualities year after year. 


STENCILS e@ INKS 








Automatic Electric Rotary. 





are 
specially manufactured for 





| RIBBONS e@ CARBONS 


made of material 


' DURABILITY 
ECONOMY 


EFFICIENCY 


Write for full particulars of 
Ellams range of products. 


BRANCHES EVERY WHERE. 


DUPLICATOR 
CO. LTD. 


Astor House, Aldwych, London, W.C. 2. 


Phone: HOLborn 5365 
MAKERS OF 
T 


oO 
BRITISH DUPLICATING EQUIPMENT FOR 


| 50 


YEARS 
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# 
are used by firms all over the country 
for essential records, including :— 


but a limited number of 
stock-pattern leaves are available. 


“Robin” Binders to take the record 
leaves are made in ten sizes, in 1)" and 
24° capacities, in buckram and pigskin 
bindings. 














Alphabetical and other indexes are 
Looseleaf sheets for any 
make of binder can be supplied. 


“Robin” Looseleaf Ledgers and most 





A moderate-sized multiple firm 


of wet weather 
—— ee gt giving specialised 
repair work, is re-organ- 


in 
ising’ with a view to post-war 


In the past we have relied upon 
conservative merchandising, but our 
future policy is progressive. Accord- 
ingly, we w to contact a man 
with ideas, and the ability to put 
them over and get results. Experi- 
ence in selling to the public through 
shop window display and 
adve and selling incentives, 
will be an advantage. b 


The man appointed will be directly 
responsible to the Managing 
and he must be able to 
one of a team, and to 
develop with the business. The 
remuneration will be adequate, 


The post is now vacant and we 
want the right man. If he is not in 
a position to transfer at the 
moment, we might keep in touch and 
puan plans in co-operation, ready 

go into action as soon as he can 
join us, 





parti 
ox 
o/o BUSINESS, 
Whitefriars House, 
es E.C.4. d — — 


If you are interested, send full 
culars to 


TT — 
THE FACTORY NURSE 
Continued from page 56 


will be spent during this period 
of transition, in getting to 
know the workers, foremen 
and managers, in learning the 
lay-out of the factory, the 
work being done there and the 
special hazards attached to the 
industry. In so doing she will 
gain the liking, respect and 
confidence of the employees. 
If the employer has made a 
wise choice, he will feel that 
this time spent amongst the 
workers is a definite asset, and 


| by the time the health depart- 


—— 


ment is habitable the nurse will 


already have built up the 
foundation of an efficient 
service, 


Later on the employer will 
find that, although his per- 
sonnel may not have increased 
the scope of the health depart- 
ment has grown, and it may 
be advisable to engage another 


— 


BUSINESS for 


nurse so that the two of them 
can extend the health service. 
The addition of more exten- 
sive record keeping, follow-up 
visits to sick workers in the 
home, the establishment of 
dental, foot, eye and sun-ray 
clinics may commend them- 
selves as additional benefits, 
especially if the factory is 
situated some distance from 
the town or hospital. 

Visits to the sick worker in 
home should be undertaken in 
order to convey the interest 
and goodwill of the firm, to 
ensure the worker is able to 
obtain the right treatment and 
knows how to get it and to see 
if any sick-room requisites 
can be loaned by the firm. 

When such a stage in the 
development of the health de- 
partment is attained, the en- 
gagement of a full-time or 
part-time medical officer may 
be considered, with a corre- 
sponding extension of the 
premises. s 





NUTSHELL REVIEWS 


Continued from page 43 


the bench, at the machine, con- 
versations apparently sponta- 


neous are tacitly watched and 


guided along Is, the 
speakers wish their hearers to 
mistake for opinions and 
views. 


Tom Harrisson and his staff 
have done a good job. 


A deplorable characteristic. 


all too common among our 
people in the past has been 
observed and, sadly enough, 
it is tending to strengthen, Its 
strengthening is a step in the 
wrong directioa. 


This quotation epitomises 


* the position. 


“Underlying the life of 
young working women to-day 
there is a background of aim- 
lessness, irresponsibility and 
boredom. Beneath the justi- 
fied propaganda about war 
workers, other and more last- 
ing factors have to be recog- 
nised and considered for the 


future, Some of the present 
study makes depressing 
reading, 


“ Now the war is going much 


| better, we can afford to be 


more open about ourselves. In 
this factory we see how indus- 
trial morale can go under 
certain circumstances. 

“This is not industrial morale 


— 


at its lowest, for here the dis- 
turbing factors were often re- 
movable owing to a sym- 
pathetic management, Yet the 
management do not suggest 
that our main picture is over- 
drawn. Indeed they were more 
depressed about their work- 
people before the survey than 
after reading this report. 


“Taken in conjunction with 
the other fieldwork, these fac- 
tory girls emphasise the danger- 
ous decline in positive citisen- 
ship especially among the 
young. This decline subtly 
threatens the health of all de- 
mocracy, It has the germs of 
a general decline in the essen- 
tial sense of civilised humanity 
._.. Wherever we turn to-day 
we find evidence of this cul- 
tural passivity. The laisses 
faire of leisure, and-its dan- 
gerous separation from work, 
is immediately and primarily 
responsible. 


There is nothing here which 


‘cannot be overcome by resolute 


remedy. Yet few diseases 
have been less diagnosed, Ever 
now, when Britain is a-hum 
with plans, these basic social 
and spiritual matters are prac- 
tically ignored.” 


WAR FACTORY—A_ Report by 
Mass Observation by Tom H 
(Gollancz), 137 pp., 4/6, i 
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One Machine Does Work of Two 


Continuous Form Billing in addition to regular typing 
Your typewriter actually dees the work of two machines 
when used with " Fanfold ” Continuous Form Adapter, THE INTERNATIONAL 

because the waay time and money-saving methods of ‘ 
the Continuous Form Billing Machine are added to all 8 t 
the advantages of regular typing. l ł 





" Fanfold Continuous Forms typed over our Attach- 2 
ment effect savings in- Billing time and costs, ranging 
from 17% to 78%, without affecting the operation of 


the typewriter for regular correspondence and other —ñ— A e? 
purposes. AA ul — 
" Fanfold Adapter places no strain whatever upon the $ E 

* 2 on * 


typewriter carriage; because of the very simplicity of A 
construction and operation, there is nothing to get out — 


oe aries f — TIME RECORDER 
YOU SHOULD ASK ABOUT IT 
anto, 


It records time faster 


INTERNATIONAL TIME RECORDING Co. Ltd. 
NORTH CIRCULAR ROAD, LONDON, N.W.2 


112 Strand, W.C.2 © TEMple Bar 584! 
Head Office : International Works, Beavor Lane. W.4 
Telephone: GLAdstone 5477 (3lines) 


WE MAKE OUR MARK 
MARKING m 


















Simple Systems for 


MATERIAL CONTROL 





PRODUCTION CONTROL 





PROGRESSING, ETC. 





Our representative will be pledsed to 

call to discuss these. or other prob- 

lems kindred to Economical Pro- 
duction, at your invitation. 


MAYFAIR 3227 


Leonard Hall bo & 





OWN 
COMPONENTS 
GRADUATED AND ENGRAVED 
' NAMEPLATES, INSTRUMENT 
J PANELS, USING ALL METALS & PLASTICS 

ila ENGRAVING OF EVERY DESCRIPTION 


BRITISH ENGRAVING & NAMEPLATE MFG 


: 225. COLORAWH BD SHEPHER OS rugp 
Y LONDON we ALD. Apraoves (RIMMED 


FELEP SOUL & TELE AME EWkPertoe ure IUA. s 










INDUSTRIAL CONSULTANTS 
II&1i2 POLLEN STREET LONDON. WI 
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Stuttering Eyes 
Are the Enemy of Accurate Work 


Í lager factories engaged 
on the production of war 
materials have, by the installa- 
tion of new machines, adoption 
of new. methods, extension of 
premises and re-lighting of 
works, increased production 
figures to an incredible extent. 

Nevertheless, there are in 
many factoriès, even to-day, 
small but irritating hold-ups 


which check the smooth flow 
of - production, (Some, of 
course, are inherent in the 


process ‘employed, such as the 
“ageing” and “ curing =: JOE 
materials. Usually these can 
only be removed by the intro- 
duction of new methods, but 
in many cases a bottleneck in 
production can be eliminated 
by slight alterations in the 
manner in which an operation 
is carried out, 

It is not often realised how 


` o> Pat as 
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important the lighting is in in- 
numerable processes; that is, 
not so much the general light- 
ing of the factory, but the 


lighting on a particular 
machine. For example, a 
machine tool in which the 
operation involved reading 


graduations on a polished steel 
barrel had not been producing 
the expected output and rejects 
had been numerous, although 
there was plenty of light on 
the machine. 

This had been attributed to 
lack of skilled labour, but a 
close study revealed that the 
local lighting unit in use pro- 
duced bright specular. reflec- 
tions on the graduated barrel, 
thus making it difficult for the 
operator to read the markings. 
By fitting a diffusing glass 
visor to the reflector the diffi- 
culty was removed. 


There are many similar ex- 
amples where a careful exam- 
ination’ would reveal how in- 
correct or inefficient lighting 
may be the real cause of dis- 
appointing figures. 

It is, however, in inspection 
work that the lighting assumes 
greatest importance. The 
lighting should be regarded as 
a pace hay tool and its correct 
use is essential to ensure a 
smooth flow of work through 
an inspection department. 

The inspection of polished 
metal parts and minute mech- 
anisms, the reading of preci- 
sion gauges, examination of 


foodstuffs and textiles, to 
name just a few, can all be 
greatly facilitated by the 


correct use of light. 

There are no rule-of-thumb 
methods for the correct appli- 
cation of fight for these 
special problems. Each case 
must be judged on its merits, 

It is obvious that this re- 
quires much experience in the 
use of light, and in this con- 
nection it is interesting to note 
that illuminating engineers, 
who for many -years have 
been tlosely connected with the 
development of lighting tech- 
nique, specialise in the solution 
of these problems, and any 
works manager who is experi- 
encing small production difh- 
culties is advised to contac! 
them, as correct lighting may 
be the answer to his problem. 
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di The Benjamin Flurolier 





Construction 
Made of heavy gauge sheet steel 
with a box section from end to end 
making it strong and rigid. 
Enamel 


Finished with a specially developed 

enamel, grey outside and high 

reflectivity white inside, 
Mounting 


Either chain or conduit, in which 

case special saddles are first fixed 

and then the whole fitting lifted on. 
Detachable 

The reflector is removable for clean- 

ing without disturbing the wiring. 
Auxiliaries 


Any standard make of auxiliaries 
can be housed in the easily accessible 


compartment at the top. 
3 E N JAMI A Connecting up 


No weight has to be supported 


when connecting the leads to the 
terminal block. 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N.17 


Telegrams: ‘‘Benjalect, Southtot, London” , Telephone: Tottenham 5252 (5 lines) à 
I! 
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Tackling the Job—When 


DP We ⸗⸗ wre 


The Power Plant Man is “Called Up” 


WARING S. SHOLL, A.M.LE.E. 


By 


LWAYS ahead of events, 
Bustness had its first 
article of this series in type 
before the annual report, by 
Sir Wilfrid Garrett, Chief In- 
spector of Factories, appeared 
in the daily press. | 

New Year resolutions are 
proverbial: so let us take one 
at least to heart at the present 
time of year. And this one 1s 
to ask for the power plant log 
and study its records. Should 
one such book not be forth- 
coming, let us provide it and 
“turn over a new leaf ” in the 
best sense of the term, 

We shall start these records 
in the same order as we have 
taken things in the previous 
article. A separate ent 
should be made of the swit 
and control. gear at the works 
power-intake, All switches, 
fuses and similar gear should 
be numbered in clear white 
paint so that any one unit may 
be clearly defined and ac- 
counted for. 


The same system will be 
followed throughout the 
works, ineluding starters, 


safety devices and, of course, 
the motors themselves, Then 





In this, his second 
article, the author 
continues his Survey 
of the Problem of 
Electrical Mainte- 
nance under War- 
time Conditions 
Tests 


will follow the machine tools, 
grinders, and so on. 

The records should cover 
make, date of purchase, 
whether new’ or secondhand, 
present value, condition and 
dates of repairs (if any) and 
cause of breakdown. This, 
from the business point of 
view, will greatly assist the 
clerical staff in valuing for the 
annual report and balance 
sheet. 

By following this plan sys- 
tematically and keeping an eye 
on running conditions, many 
costly breakdowns may be pre- 
vented in both plant and the 


* 


os í 
Courtesy of Evershed & Vignoles Ltd. 


The “Meg 
interesting feature is the clear instructions on salient 
points in testing procedure 


” Insulation and Continuity Tester. An 


works output, And let us 
never forge? that these things 
are paramount as a factor in 
contributing our share on the 
home front in this life-and- 
death struggle, 

Another point, easily over- 
looked, is the salutary effect on 
the factory worker of such 
system, It is the watchdog: a 
warning to the careless hand 
who stands every chance of 
being found out and brought 
to book for any culpable act 
of commission or omission. 

One of the first indications 
of pending trouble is undue 
rise in temperature. The 
simplest test here is by the 
hand. No machine should be 
more than comfortably warm. 
Neglect of this will enforce 
the unwelcome test, by the 
nose this time, of smell. A 
smell of overheated varnish, 
rubber, or other insulating 
material, 

The first thing to look for 
here is gross overloading of 
the motor, either by demand- 
ing too much from it or, by 
single-phasing, as explained in 
the preceding article, A tem- 
porary overload of short dura- 
tion will do little or no harm, 
but must never become 
habitual, 

Such materials as varnished 
fabric, cotton or paper lose 
their insulating properties per- 
manently once the safe limit 
has been exceeded. Charring, 
of course, turns a good insu- 
lator into carbon, which is a 
virtual conductor, leading 
things from bad to worse, 

Enclosed motors with pipe 
vents to the external air call 
for particular attention in this 
respect, A burn-out is only too 
evident as the coils affected 
show obvious. signs of 
charring. 

The remedy here is a re- 
wind, which is better placed in 
the hands of a firm specially 
equipped for such service, In 

: case of D.C. motors, over- 
heating will sometimes stop 
short at the melting of the 
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“TI buy Philips Lamps for these reasons : First, our 


Maintenance tells me that they transform electricity into = 


abundant light with the utmost economy in current. [SS 


> 
. 
->w 


Next, I can rely on Philips Lamps because they are — 


backed by 52 years experience in lamp manufacture. SRA 
Finally, the Philips organisation gives me a first - class 3 


bA 
—— 
— = 


service — and that is more than ever important to-day.” 
e 
Good reason to fit... 


PHILIPS 


THE LAMP FOR PERFECT LIGHT 
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ay he seni) rise in 
emperatures, but it 
he sudden blaze or 


aioe ieee 
< Unit—and this’ 
it takes care of 
c feet. ; 


alarm is ideal for 
persal stores, etc., 
can, if desired, | 
o the A:R.P, post $ 

Price, f 


J A practical, 
4 sturdy, -6-volt f | 
{$ lantern for i 
ARP, Civil P| 
Defence, fac- f; 
tory use, etc. 
Nery adjust- f 
abie, botharms: $ 
free when i 
4 mounting a 
t adder. Price 
2776 with bat-i 
tery, or. 25/4) 
without bat- f 
: F tery, plus pur- f 
chase tax. 
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joint. 
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3 well ` , a 
soldering. The fault is dis- 


closed by violent arcing at. the 


|. centrifugal force will spray 
| molten, solder over the 
| machine and inflict further. 

| serious damage. The usual 
| causes of trouble may be 
| briefly summed up as follows: 

D.C. motors. Remedy : 

REFUSAL TO START, See 


that power is up to switch- 
gear and starter by applying 
test lamp to switch and 
fuses, working through to 
motor terminals, checking | 
connections for. correctness 
or for loose contacts, Ex- 
amine brushgear for broken 


brushes or slack contact with | 


commutator. Seek open 
circuit on field windings 


Brown Fuses AT START- 
inc, Make sure that no 
heavy cut has been left on 
the machine tool and that no 


seized bearings exist on 
shaft drives. Look. for 
dirty, or carelessly fixed 
fuse wires. Clear all load 


and start very slowly. 


SPARKING AT COMMUTATOR. 
Check proper bedding of 
brushes, also position ~of 
brushes on brush rocker, 

-Look for mica standing high 
between — commutator seg- 
ments. If so, undercut the 
mica and have the armature 


turned by hand while apply- ~ 


ing fine glass paper after- 
wards, Wipe the commutator 
with a clean cloth to free it 
from mica dust and metallic 
scourmes, It is advisable to 
check the input, at motor, 
with (a portable 
and ammeter. 

A. C. MACHINES. 
motors, see that the —— 
are bedding well down and 
that the slip rings are smooth 
and in good condition, In 
‘case of over-current trips 
coming out at starting, make 


sure that the time lags are 


~ properly set and, where ‘oll 
dashpots are fitted, see that 
the oil supply is up to the 


In this case the machine ~ $ 
must be stopped at once or 


Jeast.are involved, viz., 
“from „shock and safety from 


voltmeter. 


As above, J 












“case, 


er Sieh 
instruments as ‘the. “ Megger 
Tester,” “Ohmer”™ and 
other such combinations, 


would be burnt out promptly. 
AS a general rule, the insu- 
lation resistance of the 
arth should not 
© megohm. 

yw a word about the 
works lighting. In this con- 
nection two. safety factors at 
safety 













nt lighting, Both of 
aN eee their toll if not 
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In our fort article the use 
of low-voltage lamps for indi- 
vidual lighting received a pass- 
ing comment, Let us consider 
the matter at further length, 

Human life is endangered 
according to temperament and 
physique, at any pressure much 
exceeding 30 volts. Any lamps 
within reach of the worker, 
particularly hand lamps of the 
portable type, run direct from 
the mains, must be efficiently 
earthed by a three-core 
flexible, as also’ must hand 
drills. and similar. tools, l 

Tt is far better in the we 
rests of safety lighting to use 
special transformers, either 
singly or collectively or circuits 
designed to supply. groups of 
machine tcols, capable. of 
stepping. down-the- voltage to 
about 12; volts. For uch work 















ighly. : 

ents aré stout and 
comparatively free from. 
breakage; their small a 
enabling them to be used 
confined spaces. Their a 
voltage imposes little strain on 


‘the insulation, but the trans- 


formers should not be over- 
loaded, nether must the 
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THE LATEST IN LIGHTING is obtained by consult- 


ing the Crompton Lighting Service and using 
Crompton Lamps. Crompton planning has defeated 


visual strain in hundreds of works and offices. 


CROMPTON LAMPS 


FOR CORRECT LIGHTING 
TUNGSTEN... FLUORESCENT: .. DISCHARGE... 


ROMPTON PARKINSON LTD 


Telephone : Temple Bar 5911 Telegrams : Crompork, Estrond, London 
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circuits be of undue length or 
serious voltage drop will occur. 
Used, however, with discretion 
this system is satisfactory. 

Where lighting extensions 
are required for general shop 
illumination, the ceiling type 
switch, may be used with ad- 
vantage, as, being operated by 
a cord, there is no risk of 
shock, 
considerably and the switch is 
well out of harm’s way. 


Some departments have 
special _ emergency lighting 
run from “storage batteries, 





-a continual minute, 


the wiring is reduced, 


either of the automatic or 
manual-operated type. Here 
the batteries usually depend on 
“trickle ” 
charge to keep .them up to 
capacity. The cells must be 
kept up to 2 volts per cell, 
occasional tests being made 
with all lamps on and the 
voltage read at the same time. 


Emergency Lighting 
Equipment and Lamps 


The 


glass, 


are usually of 
electrolyte—dilute 


cells 
the 


Make the tanks roll off the assembly 


line 


up. production 


GLEDHILL - BROOK 


TIME RECORDERS 


unceasingly. 
saved brings Victory nearer. 


minute 
Speed 
aid of 


Every 


by the 


Enquire for particulars— 


GLEDHILL-BROOK TIME RECORDERS LTD. 
38, EMPIRE WORKS, 


Dept. 





* once to headquarters, 
| so on. 


HUDDERSFIELD. 


_ BUSINESS jor 


sulphuric acki—being tested by 
a hydrometer for gravity as 
specified by the makers, 
usually about 1.215, charged, 
and about 1.165 discharged. 
Evaporation is made up by 
distilled water from a non- 
metallic vessel or acid pump. 
In addition to lamps of the 


incandescent filament type, 
lamps of the “discharge” 
type are now largely used. 


These have been much im- 
proved in efficiency and in the 


colour of the light, There is 
still room for improvement 
here for in some cases the 
quality of ¢he light has a most 
| depressing _ effect on the 
worker. 

There is also a certain 


amount of risk attending the 
use of such illuminants where 
| gears are in motion. The pul- 
| sation set up by such lamps 
| when alight is apt to cause 
stroboscopic effects, which 
| make revolving gears appear 
to stand still. 


Watch for Grit and 


Lubrication 


The discovery of new and 
better abrasives for grinding 
wheels have given grinding a 
further big impetus. These 
substances are extremely sharp 
| and diamond hard. So let the 
| power plant man look well to 
the bearings of his grinding 
machines and see that they are 
kept grit-tight and well 
lubricated. 

A lesser item, but important 
for all that, occurs in the 
works signalling systems. 
These are usually in the form 
of groups of lamps of different 
colours. Thus one green lamp 
lighting up in all departments 
requires Mr. Green to report 
and 








Bells, too, are required and 
-teaa are now served, as a 
rule, by low voltage trans- 
formers instead of the former 
primary batteries. But where 
storage batteries are available, 
as on stand-by plant, a tapping 
of, say, twelve volts will serve 
the bell system admirably. 
Simple signalling systems of 
the kind outlined above give 
little or no trouble and are 
easily repaired in any case. At 
most, a burnt-out lamp or two 
or a dirty or loose contact will 
cover an easily rectified fault. 
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| NEATH THE OPEN SKY 
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FLUORESCENT TUBES 


The light emitted approximates very 
closely to noon daylight, and so ensures 
comfortable working conditions 

Ample supplies available for essential 
industries. 

FREE ADVICE 


Lighting layouts to suit your own particular 
problems, and advice from our trained engineers 
is available free -on request 


7 : fe | | Write for full porticutors, jut No 980 
SIEMENS ELECTRIC LAMPS € SUPPLIES LTD, 38-39 UPPER THAMES STREET, EC4 
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als of man hours Aare 
ia — 4 month — 
induslrial accldents 


lt is the steady production flow 
unbroken by injuries to the 
workers that achieves maximum 
output and Victory 


BROUGHTON 
Interlock 
CAGE GUARDS 


provide greater safety for press 
operators and therefore maintain 
peak output. They consist of the 
balanced screen which securely ! 
fences the press table. The press — 34— 
P h= — 
ae 
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a e 


clutch is locked and cannot be 
engaged until the screen is in the $ 
“safe” position. p: 


— = 
R Mur A n 
- J. BROUGHTON 7 n H NEN 








Industrial Safety Engineers 
Security Works, Vere Street 
BIRMINGHAM, 5 — 
Phone: Midland 5901-2 i ff 
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Factory Heating 


with steam or 
hot water 






“SPIRAL TUBE” UNIT HEATERS 


— a — — — 


SIX GREAT ADVANTAGES 


Low Running Costs. 
Ease of Economy of Installation. 


Required Temperature in 30 to 60 

minutes. 

No Loss in Fioor Space, Units 
are fitted overhead, 
Warm Air Defected 

Desired. 

Circulates Cool Air in Summer. 


where 


D 0 — 


Guaranteed for 12 Months. 


. From the above advantages the 
' superiority of this system will be 
hawt A realised, If you are requiring 
installation of factory heating, it 
will be well worth your going deeper 
into the merits of the Spiral Tube 
Unit Heaters. 


A LARGE VARIETY OF TYPES 
AND SIZES 

... besides the standard model, 

Spiral Tube Heaters are manufac- 

tured to meet every kind of heating 

or processing problem (such as fruit 

or leather dryi ete.) in your 


factory or warehbuse. We shall be 
pleased to quote. Let us know your 
requirements, 


The SPIRAL TUBE 
and COMPONENTS 


CO. LTD 
~ OSMASTON PARK RD., DERBY 
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A Floor Specialist says: 


oF 
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“You Can Keep Your Factory 
Floors in Perfect Condition ” 


be 


A RE your wood floors in 


need of attention? Can 
they be given new life? Can 
you save the expense of a new 


floor covering? Old wood 
floors can be made like new. 
Old wood floors can be given 


new life and a serviceable 
polished finish, without dis- 
organisation, 

In these days of rigid 
economy and control of 
timber, wood floors which 


have seen many years of ser- 
vice without attention and 
have been subjected to severe 
abuse, are still doing duty, in 
spite of their uneven and dirty 
surface, Whilst these condi- 


tions can be attributed to the 


| for 


| 


RUBBER STAMPS | 


& METAL MARKING DEVICES 
OF ALL DESCRIPTIONS 


`IJOHN H. ELLIOTT 
Monostamp Works, Langsett Road, 








MEK-ELEK Engineering Ltd. 
17, Western Road, Mitcham, Surrey. 


exigencies of war, it is perhaps 
not generally appreciated that 
the necessary facilities are still 
available for the “renovation 
and re-surfacing of such 
floors, which cane be made 
new by modern methods. 

The removal of the present 
unsatisfactory surface provides 
a smooth hygienic surface, 
which offers many more years 
of efficient service. 

Many floors, particularly in 
softwood, after being in use 
several years, wear un- 
evenly and splinter, and these 
floors often appedr to be be- 
yond repair, Usually, however, 
it-is found that re-surfacing 
will produce a smooth and 
even finish, which would add 
years of life to the floor. 

It must be pointed out that 
early attention produces best 
results. Many floors which 
appear to be in a bad condi- 
tion, will be, after this elec- 
trical Surfacing, bright and 
smooth, at under one-sixth of 
the cost of a new floor, The 
cost involved will be readily 
saved by greatly prolonging 
the life of the floors, easy 
maintenance and a hygienic and 
bright floor for workers, 

_ Recently, a firm on essential 
Government work, having to 
extend their operations, took 
over, for drawing and general 
offices, an old factory having 
deal floors, which had been 
subjected to heavy traffic con- 
ditions for many years, and it 


l was at first considered that the 


` 
only way to make these floors 
suitable was either to have an 
entirely new floor laid, or to 
cover with linoleum. 

The floor was re-surfaced 
by electric sanding equipment, 
stained and polished, the result 
being a really first-class floor. 
Not only expense, but time 
also’ was saved by employing 
this reconditioning process, 

In this. re-surfacing, an elec- 
trically' operated sanding 
machine is employed, using 
special abrasive papet on a 
rotating’ drum, The floors are 
firstly traversed with a coarse 
abrasive paper, to remove 
grime and unevenness and then 
prepared for ‘polishing or 
treatment by the use of finer 
grades of abrasive paper, 

The dust and dirt from the 
old floor is automatically col- 


lected by a special suction 
apparatus attached to the 
machine, ensuring cleanliness 


and freedom from dust during 
the process. If required, treat- 
ment on quite small sections of 
a floor space can be carried out 
at one time, to avoid disorgani- 
sation to the running of the 
factory or office. 

The treatment is rapid, and 
some 500 feet per day _can 
be reconditioned, Where por- 
tions of a floor are really 
badly worn and must definitely 
be renewed, this can be readily 
carried out, as small quantities 
of timber are available. 

Works canteens, particularly 
in the winter months, are fre- 
quently useđ“ for social pur- 
poses, but fhe- wooden floors, 
owing té their worn and dirty 
condition, are frequently found 
unsuitable for dancing. ; 

Many firms are having. the 
surface restored and the floor 
specially treated, to enablé the 
canteen to be used for the dual 
purpose of service and social 
activities. 

In some cases, following the 
re-surfacing,, oak parquet is 
laid on the existing wood, fò 
vive a really super finish, and 
material for this purpose can 
still be obtained at prices 
ranging from 17s. per sq. yd. 
laid and polisbed complete. 
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LIGHT ON THE SUBJECT OF OFFICE ILLUMINATION 


with the 
Metrovick 5 ft. 
FLUORESCENT 
TUBE 

The illumination which 
comes from the Metro- 
vick Fluorescent Tube is 
helping to increase pro- 
duction. In essential 
tactory drawing omices, 
draughtsmen afe finding 
that mistakes are elimin 
ated, energy conserved 
and eye-strain lessened 
by “the glareless light 
which falls softly on t 
the vital work in hand 
The 80-watt 5 ft. Fluor 
escent Tube is serviced 
by the Mctrovick -Ilu 
minating Engineers. Why 
not consult them now! 





O 





The photograph shows an installation of 
continuous troughing in a drawing office 









METROPOLITAN-VICKERS ELECTRICAL CO. LTD., NUMBER ONE, KINGSWAY, LONDON, W.C. 2 
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IN-BUILT 
FIRE 
PROTECTION 


Over 150 Municipal 
Authorities, Electrica! 
Undertakings and Gi 
ernment Departments 
use DURASTEERL 
DF? Sheets in the 
Fire Protection 
schemes, DURASTEEL 
$ DF2 SHEETING has 
been fully tested for 
Heat and Fire resist- 
ance, (Official rating 
BS/ARP 27 and BE 
ARP 47). Duraastes! 
Doors, incorporating 
Durastee! Sheeting 
have passed official 
tests by the Fir 
Offices Comal tter 

are built to approy: 
specification. 


TO-DAY ORDERS 
CAN BE TAKEN 


for DURASTEEL Fire Pro- 
tection Doors. Inquire now 
Erd about immediate needs and 







NEW FLOORS 
FOR OLD 


Renovated by Hollis 
es Economically, Speedily, 
` Efficiently. 











WOOD FLOORS 


which are warn or dirty 
can be resurfaced with 
our electrically driven 
sandpapering machines 
to provide a surface as 
new, smooth, clean and 
hygienic, at reasonable 
cost. Our expert rep- 
resentative will inspect, 
advise and quote a 
definite price—including 
polishing if desired. 


WU CONCRETE FLOORS 


ARE YOU having to 
* make do” for the duration with a concrete surface in 
your Workshop, Laboratory, Cffice or Canteen? We can 
make, your floors DUSTLESS and “hygiénic, Increasing 
comfort and efficiency, by treating with our CONCRETE 
FLOOR SEAL—CONSULT THE EXPERTS. ⸗ 

/ Post-War Planning. ‘Send t 


HOLLIS BROS. & CO. LTD. for technical data, 
FLOORING SPECIALISTS DURASTEEL ROOFS LTD. 


J 


HULL: Temp. Head Office, The Hall, Sutton, Hull. OLDFIELD LANE, GREENFORD, Middx. 


LONDON : 35 Strathearn Av.. Whitton, Twickenham. | Telephone: WAXlow 1051 P.B.X. 
LEICESTER : Catherine Street, | Telegrams; “ Endurafire, Phone, London.” 
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HEALTH IN THE FACTORY ` 





How to Plan 





Your Welfare Solarium 


S is usual, we discover a 
great deal of procras- 
tination among all branches of 
executives in industry, and this 
time it would seem that many 
welfare officials have _ only 
begun to think of the lack of 
ere ip 


S: * WELFARE 
$.250 — 
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By JOHN GILBERT 


sunshine when winter is hard 


upon them. Consequently, we 
have been inundated with 
requests for- some specific 
detail, not only on the planning 
of sun-ray and therapeutic 
lamp installations, but also 
SEAS 


DRAW CURTAIN © 


BESIDE ENTRY. 


PETS: ONS ý 








DRESSING ROOM. 





upon the problems 
from their purchase., 

The reason for this seasonal 
interest is an obvious one. The 
absenteeism curve rises sharply 
as the hours of siinshine de- 
cline and the inference is too 
plain to need stressing. 

An instance of the benefits 
which follow on the installa- 
tion of indoor sun baths can 
be taken from the records 
supplied hy a London office 
staff numbering 2,256 persons, 
who averaged 9.15 days’ ab- 
sence per head per week 
through all kinds of sickness. 
An <Apptoved Society with 
2,404 members showed practi- 
cally the same figure —9.16 
days. But at the head offices 
of an important international 
organisation with the staff 
numbering 1,444, the firm’s 
medical officer discovered that 
absence was reduced to 4.7 
days per person after the in- 
stallation of tonic sun baths, 
and this figure includes all 
absence over half a day, 

That war-time food short- 
ages and the black-out aggra- 
vates this problem and causes 
an increased incidence in 
winter ailments, seems only to 
be remembered when the 
danger period is upon us. But 
the figures given will suffice to 
show that when the sun tonic 
baths have been properly 
planned, their return in pro- 
ductivity is beyond question. 

Ultra-violet sun baths for a 
large organisation should be 
designed to allow of the 
simplest possible routine, and 
to begin with, the following 
points call for consideration : 

The unit sun lamp rooms of 


arising 


Plan for a sun lamp room, 
which, in continuous use, 
will maintain a flow of 120 


persons per hour (scale 
1/48). Actual photo of 
system operating at 


Messrs. Smith & Wellstood 


eee pt * 
EETAS 
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‘ 
DERMATITIS ... ABSENTEEISM ... 
cause and effect, Many authorities have 
given much time and thought to this 
acute industrial problem in the hope of 
finding a lasting solution, 


Particulars to Medical Officers and Welfare 
Departments on request. 


SOUTHON LABORATORIES LTD. 


Manufacturing Chemists 


88, Upper Richmond Road, London, $.W.15 
Tel.: PUTney 4847. 
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A PERSONAL 
COMPARTMENT 
NOW FITTED TO 
ALL EVERTAUT 
STOOLS and 
CHAIRS. 


Specially designed to 
hold the worker's 
handbag, shoes and 
other ‘belongings 
during working hours. 
Can be securely 
locked, a guarantee 
against loss and pos- 
sible pilfering. 

Compact and con- 
venient, embodying 
the famous 
EVERTAUT de- 
sign and quality. 













Also available for fitment to EVERTAUT chairs 
already in use. Firms on war work are invited 
to send for. full details and prices. 


EVERTAUT 


LiMiTED 


(Proprietors: J. B. Brooks & Co. Lid.) 
EVERTAUT LTD,, Walsall Road, Perry Barr, Birmingham, 22 
SE ENE ere — 






A- IBBETSON & CO 


The Problem 
—The Solution 


After exhaustive block tests in widely 
separated industries, Southon Labora- 
tories believe they have in their 
ESOBAN treatment the nearest approach 
yet to the complete elimination of this 
industrial scourge. 


SOBAN 


CAPSULES 





OINTMENT - EMULSION - 
BARRIER CREAM 
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grease, and 

metal filings 
ticemia. 


cause sep 

SHIFT Antiseptic Power 
Cleanser is an investment 
that brings retums in 
reduced absentecism through 
skin Infection. It removes 


ANTISEPTIC 
POWER 


Write for quotation on bulk 
supply, 


CLEANSER 


FOR THE HANDS 


STEVENAGE - HERTS 
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An employee receiving treatment in the ultra-violet ray 
section of the works hospital at Pressed Steel Co, Ltd. 





the types termed J4 and KE 
provide a good basis for plan- 
ning. Any of these can be in- 
creased in capacity by multi- 
plying in size. For example, @ 
“J” type room may have ar 
irradiation corridor 16 ft. long 
flanked by eight sun lamps 
This would be a J8 installation 
as the letter designates the lay: 
out and the figure the numbe 
of lamps. 

Allowance should be mad 
for plentiful capacity. For : 
staff of 250 people probably 7 
per cent, would take sun bath: 
Eight hours’ operation pe 
week of the J4 type woul 
thus permit this number t 
have two sun baths per perso 
per week. 

The location of the solariu 
is also an important facto 
Where a works covers sever: 
acres it is definitely better | 
have two.or more sun lam 
rooms in different parts of th 
factory lay-out. This helps t 
minimise the time of absenc 
| from the bench, Essentials i 
| planning accommodation ar 
| first, the size, which should t 
adequate for both the lam 
room and dressing accomm 
dation, Secondly, a controlle 
temperature should be integr 
with the equipment and mu 
be maintained so as to be tc 
erable to people who are tu 
‘clothed. Thermostatic contr 
should be set to maintain 
temperature of 70 deg. F. 
| It is also important th 
| provision should be made f 
| adequate ventilation as ft 
| lamps generate ozone in co 
| siderable quantities and it m: 
be that an éxtractor fan w 
| be necessary. 

The question of maintaini: 
a good flow of worke 
through the rooms can 
dealt with by some form 
automatic timing signal whi 
could be sounded at- giv 
intervals, For the J4 room 
would be necessary to ha 
your signal repeating at thre 
minute intervals, and for a ] 
room at one-minute interva 
ANJ IAT l a so as to ensure the corr 
Rory rz — exposures, 

"D Ah cae: he It. is important also tl 
attention be paid to the ge 
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st they need not be luxu- 
ous, cheerfulness should be 
e keynote and light-coloured 
‘walls and cleanliness at all 
times help to create the right 
‘atmosphere. 

Within the rooms the sun 
lamps are mounted high 
enough to bring the arc tubes 
level with the chests of the 
subjects, 

Distance should be fixed as 
shown in the accompanying 
plans, but they can be short- 
ened as required, either by 
moving the lamps inwards or 
by tilting the fork of the 
bracket forward. The bathers 
undress in the adjacent dress- 
ing room, put on their goggles 
and pass through the curtains 
for their sun baths. 

Where it is intended only to 
use the solarium as a tonic to 


maintain resistance or to 
counteract over-fatigue, the 
procedure is simple. Timing, 


of course, is regulated in the 
manner already prescribed, and 
NY should be the duty of the 

‘elfare officer to see that per- 
sonal instruction is given to the 
employees in the form of 
printed rules, coupled with 
whatever advice may be re- 
quired in any particular cir- 
cumstance. It is also an excel- 
lent idea to have a record card 
which should be marked by an 
assistant after each treatment, 


Using the Lamp 
for Clinical Purposes 
So far we have only de- 
scribed the planning of a centre 
which would primarily be 
used for the preventative appli- 
cation. For curative treat- 
ment, however, the ultra-violet 
lamp plays an important part. 

Getting the very best from 


their ultra-violet ray equip- 
nent has enabled tha? factory 
nedical centre at High Duty 
Alloys to curtail hospital visits 


with their attendant hours of 
weary waiting, Treatment, it 
must be noted, is only given 
xy a fully qualified nurse who 
as specialised in sunray and 
thermy. She, in turn, is 
inder -the supervision of the 
‘actory medical officer. 

An average of 20 employees 
er day are clinically treated 
or all types of complaints. 

There is the usual daily 
uota of minor accidents. 
‘here are the sprains and 
trains, which, unless treated 
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THE LATEST MEMBER 


OF THE 


“Gentlemen . . . your scheme 
is crazy... 
this is what we must do . . .” 








BOARD 


--- but they HAD to Listen 


Production had been falling—a con- 
ference was called—the rman 
had a “ bright idea '—the “ Yes 
men” said '“ Yes "—when suddenly 
Simpson, from the end of the table, 
interrupted. The conference was 
electrified—even shocked—but they 
HAD to listen, 


He Held Them Spellbound, 


— and clearly he pointed out 
e pitfalls of the Chairman's 
scheme, foresaw its weaknesses, its 
paltry compromises and its ignor- 
ance of the fun ental cause of 
falling production. Then, logically 
and forcefully, he outlined a plan of 
attack—a plan that was so obviously 
right, yet so simple, that they 
listened with rising excitement, In 
five minutes he ha gripped and con- 
vinced everyone. Simpson sat down 
amidst a burst of applause, 


How Did He Learn the Secret ? 


For years Simpson had been a no- 
body, never venturing to express an 
opinion unless asked directly, and 
then only awkwardly, seif-con- 
sciously and ineffectually, What had 
caused the revolution? What had 
transformed the old nervous, infe- 
riority-complexed Simpson into the 
eager, aggressive man who dared to 
challenge and succeeded in convine- 
ing his experienced associates? All 
wanted to know, This is what he 
told them, 


THE SPEAKERS’ CLUB, 


ok, “How to Work 


Words.” I enclose a 2d. stamp, 
L M AS TELNR I O eA 7 — ——— 
Ea RE TE 


(Dept, B/ES29), Marple Cheshire. 


Please send me my copy of 5 —— 
onders 


EEEE ETET 


Studied for 
Day. ` 
One day he saw an advertisement 
inviting him to send for a unique 
book—“ How to Work Wonders with 
Words." who et he realised that . 


Twenty Minutes a 


the men who on are the men 
who can speak sway and convince 
others. He posted the coupon there 
and then. Two days later he was 
reading the book, and from that 
moment his life changed. By de- 
voting only twenty minutes a day, 
in the privacy of his own home, he 
learned the Secret of Eg 
Speech; the key that unlocks the 
barriers to all success—business, pro- 
fessional and social, 


The Secret Revealed. 


You, too, no matter who you are, 
can become the leader of your own 
particular circle. Can learn 

—— — —— and 
ga sw vigour, self-posses- 
sion ant authority, Can learn to 
grip and «sway audiences of any 
number and command others to your 
will, You, too, can win rewards and 
suecesses, can mould your career 
and achieve your ambitions through 


the knowled of “How to Work 
Wonders wi Words." Your copy 
will be sent by return of post, 

Send 2d. St for this Amazing 


THE SPEAKERS’ CLUB, 
(Dept. B/ES29), Marple Cheshire. 








HEALTH J 80 PU Osi tasers yee 
' | immediately, develop into l 
* no need for temporary crippling stiffnes 


and consequent loss of labou 


WINTER COLDS ~ spine smal bones of the 








HERE is no longer any need to dread winter hands and feet common in 
colds. They can be prevented by taking | most industries, where even 
SEROCALCIN, the scientific immunising ee oe ee 

: d : stantly handled. 
agent that gives complete freedom from colds in The use of the ultra-violet 
the majority of cases. lamp in all these cases speeds 


How it is done | its ability to pive successful up the healing processes and to 
SEROCALCIN acts by stim- | results in 80% of cases. have such equipment in the 
— e — Ae Supplies * Sate — solarium obviates the loss of 
ers of the body. It en- | Hospi, een aie time in hospital attendance. 


the resistive capacity | Factories and export trade : 
against invading organisms | have first claim, on supplies, Where the last-named proce- 


. TSG RRL ——— | dure has to be adopted, the 
before it happens. munising course of | worker usually requires a half- 
Simple and Safe pion ia —* day's absence to visit the hos- 
The immunising course con- e ooe 24 pital or infirmary. 

i |_ tab- di |” An interesting use to which 

fore. cates ayr arean —* Medical Officers, Nurses, welfare n interesting 
feity for . thirty — | Connie ante Omicers eoa | the ultra-violet ray is put in 
days. In 80 per cent. of cases penton memosrs or Tae rit ro | this factory is in the treatment 

ye —— are invited to write for a booklet | ; 

a oane -ere a ty | “ Immunity from Colds,” which of boils and carbuncles. These 
4 months. There Pag will be sent on receipt of 1d. are all too common as mos! 
“ * stamp (to comply with official ; à s i 
; * drugs” in SEROCALCIN— | requirements). welfare officers are aware, anc 
n e pee y gafe both for | For existing colds, too usually result in absence fron 

Proved by Tests if — have a co | three days to three weeks. ; 

Scientific tests by Doctors in Soar Arn ‘8 to — The To tpe worker afflicted witl 
private «practice, in. Hospitals | dose for this purpose is three tablets this infection of the blood, the 
Badan Factoren ave „canab: 
SEROCALCIN and confirm '/3/4}d. inc. rax) is available. the recurrence of this strepto 

coccic development resulting 11 


a > 

` carbuncles, ete., is an extremely 
.  Harwoods Laboratories Limited, Rickmansworth Rd., Watford, Herts, painful nuisance. In the initia 
Harwood abo orie E maS O stages the annoyance interfere; 
with a worker's degree of con 
centration, but in the latte: 
stages he is usually compellec 
to quit his job and resort t 
the long drawn-out poulticing 
H treatment or the lance. In an 
and Trucks | event, absence may be consid 
erable. Here, however, is thi 
method used when applying thi 









| 
Trollies ultra-violet ray treatment. 
| When the doctor note 
MARLEY Castors | symptoms or signs of boils 0 
provi dés ' — carbuncles, the worker is sen 
| Lifting Trucks for an electro-medical treat 
ment. Here the nurse take 


F. NEAR DAYLIGHT 


ó è charge. First of all, the par 
Stacking Machines | is masked by a disc of paper 


These Units are ideal exposing only the small lump 


* Bench and Machine | and ar on which the — lam: 
ighting and for those Factor will concentrate. The effect o 
jobs needing highest | * sterce — —* is to set ig Siz —— oe 
| | inflammation, thus bringing 
quality light.” They will B carbuncle to a rapid hea 


pos a, aare —* | } | When it bursts it is cleane 

ewen |THE KING'S CROSS a deika Sat 
l half-a-d 

O O gerio Sem TRUCK CO. LTD. itsmioar ec spread ox 


55 
* Unit No. 221B. a fortnight effect a clean an 


| va j 
| Plant House, Longfield Avenue, | rapid, cure. 
This, of course, is merel 


The Marley Light C Ltd. | ! 
3, “ei pe haan | EALING, LONDON, W.S. one application of the soun 
uses to which the ultra-viole 


HARrow 2084. Phone: EALing 5474-5. lamps may be put for clinic 
? `| purposes. eè 











merens sra asanany Arve 


Queralbs ror ALL 
TRADES & PURPOSES 





‘BOILER SUITS 


6 
BIB & BRACE 
OVERALLS 


D 

COATS, ‘JACKETS, 
APRONS, etc., for 
MEN and WOMEN 


$ yore 


RIGMEL SHRUNK 


Garments are in Khaki, Biue 

and Grey; Pre-shrunk, which 

guarantees against shrinkage 
In the wash. 





Write for } 
PRICES and 
PATTERNS 


H. WHEELER & COMPANY LTD. 


#07 London Road, Plaistow, London, E13. 
Phone: GRAngewood 4071 (5 lines) 
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| tells you the results. Write 





TITIAN 


RAISES 


THE WELFARE 
SUNLAMP © 


PO r factories and benefit- 
ing thousands of 
workers, 


used in gei British 
i 


Production depends on the 
energy of the worker, and 
finer builder of health and 
regular tonic sunbaths 
Lamps, 

Firms in every branch of indust 
installed the “ Welfare ” 

offer its benefits freely to al 
free brochure 


power and 
there is no 
energy than 
with Hanovia 


ry have 
sunlamp and 
l hands. Our 
“Fitness In Industry ” 
for your copy 
now. 


> 





@ SOME OF THE USERS : @ 
Alvis Lid, J. Lyons & Co, Lid. 
Armstrong Siddeley Motors Lid. Manvers Main Colliery 
Aspro Lid, Sir R. McAlpine & Sons 
Boulton Paul Atrcraft Lid. Mc Vitie © Price Lid 
B.S.A. Lid. Murphy Radio Ltd. 
Briges Motor Bodies Lid. Oxo Lid, 

C Bros. Lid. Raleigh Cycle Co. Lid. 
Chivers & Sons Ltd. Reuters lid 

Cunliffe Owen Aircraft Lid, Rolis Royce Lid. 

Daimler Co. Ltd. — Siemens Bros, & Co. Lid, 
Ferranti Lid. W. H Smith Lid. 

Ford Lid, 


Standard Telephone & 
Gables Lid. 

Thoresby Colliery 

Tubes Equipmen Lid. 
Wahington Iron & Steel Co. 
Whitrigg Colliery Lid. 
Wolseley Motors Lid 

G. Younger [itd 


— —— —ñ— 


HANOVIA LTD. 


Specialists in ultra-violet 
and infra-red ray lamps 


SLOUGH. BUCKS 


London Showrooms: 3 Victoria St., S.W.1 


Frigidaire Ltd. 

Arthur Guinness, Son & 
Co. Lid, 

Guest, Keen & Netilefolds Lid. 

Hawker Aircraft Co. Lid. 

Hoover Ltd: 

I.C.1. Lid. 
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HE allowances of rationed 
foods to catering *estab- 
lishments are based on the 
principle of parity with the 
domestic consumer, with sup- 
plementary rations for those 
establishments . catering for 


beavy and industrial workers, ` 


For the purpose of calcula- 
ting the allowances to caterers, 
it is assumed that the domestic 
consumer takes 28. meals an 


35 hot beverages from his 
rations per week, 
tering establishments are 


divided into 3 categories, a, b 
and c. Category A covers cer- 
tain grades of heavy workers. 
Category B covers most indus- 


trial workers. Category 
covers all other catering estab- 
lishments. 


In addition to the allowances 
of rationed foods, there is a 
scheme for the priority supplies 
of certain unrationed goods to 
Category A and B canteens, 

A large number of the ques- 
tions on rationing problems 
that I have to deal with suggest 
to me that many canteen man- 
agements are not fully conver- 
sant with the allowances to 
which their establishments are 
entitled, 

In this issue is published a 
complete and up-to-date table 
of allowances of rationed 
foods and priority articles to 
the various grades of estab- 
lishments. Canteen manage- 
ments will find this table a 
great help and they should 
keep it readily available for re- 
ference, and bring it up to date 
as and when changes are made 
in the allowances. 

The writer will be pleased to 
answer questions in subsequent 
‘esues on matters relating to 


> 
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EEN 


DUDU F I JY 





for the 


' Canteen Management 


Hon. Food Control Secretary 


Industrial Canteen Association 


rationing, the definition of 
meals, or food regulations gen- 
erally as applied to canteens. 


Table of Entitlements for 
Catering Establishments dated 
October 6th, 1943. 

All Establishments : 
Bacon AND HAM, 
2/7th oz. per breakfast. 
1/7th oz. per main meal. 
1/14th oz. per subsidiary 


meal. 

A. and B. Industrial Grout : 
4 times the allowances 
above in Category F, 
Bacon. 

BUTTER, MARGARINE AND 

CookInG Fat. 

Category A and B Industrial 

Group : 

4 oz, per meal. 

Other Establishments: 


3/10th oz, per meal, 
NOTE.—-Not more than a quarter 
of the total fats ration may be taken 


MINISTRY OF FOOD 


in butter, Not more than a quarte 
of the total ration may be taken i 
cooking fat. 
CHEESE. 
Category A and 
Group : 
2/7thoz, per meal servec 
Other Establishments : 
3/28th oz. per meal, 
Eccs (PROCESSED). 
1 unit (at present to 14 1b 
for each 100 meals. 
MEAT. 
Category A Industrial 
Group : 
2d. retail value per mai 


B Industrie 


meal, 

Category B Industrial 

Group : 
rid. retail value per ma 
meal, 

Category C Establishments 
rd. retail value per ma 
meal, 


Turn to page 92 


PSP/SCH. 


PRIORITY SCHEDULE 
Allowances of Priority Articles per Eight-Weekly Period 


Cake and 
tour 


F 
Confectionery. Powders. 
8 


lbs. 
Per 1,000 Main Meals — 
Per 1,000 Subsidiar 
Meals ... ade * 
Per 1,000 Tea Meals 30 
Per 100 Resident/Weeks 
in the case of insti- 
tutions ane 


(2) Coffee essence, 


(8) Priority beverages (fruit juices, 
waters, non-alcoholic cordials, 


223 * 
List of Priority Articles 
(1) Cake and flour confectionery. 


Starch 
Food Priority * Shredde 
Beverages. Suet 
Ibs. gallons ibs. 
5 1 » 6 

° e 

= + bs By as 
4 * 7 Es + 


syrups and squashes, miner: 
herbal and botanic beers). 


(4) Starch food powders (cornflour, custard powder and blancmant 


owder), 
(5) Bhredded suet. 


—Allocations of coffee essence may be made on 


Coffee Essence. 
limited scale against special applications 
In general, applicants must be without a 


require to serve 
for u 


to the Food Executive Office 
paratus for brewing coffee | 


> it at a time when brewing apparatus is no availab 
e, " i 
Applicants should state the quantities they wish to obtain, 
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“RUTM AC" von 
NEW MODELS 
STREAMLINED 


ELECTRIC POTATO PEELER 
(Pedestal or bench) 


CAPACITY 14 Ibs. PER CHARGE 


Write for fall particulars— 


KITCHEN 
MACHINES LTD. 


7, SICILIAN AVENUE, SOUTHAMPTON ROW, 
LONDON, W.C.1. 


Telephone and Telegrams: HOLborn 8556 


“ HOTLOCK ” 
CANTEEN CONVEYORS. 


ELECTRIC or FUEL HEATED or 
INSULATED ONLY. 


ELECTRIC POTATO PEELER 













TYPES AND CAPACITIES 
TO: SUIT ALi PURPOSES. 


PATENT ` SYSTEM OF 
HEATING PRESERVES 
FOOD IN PERFECT 
CONDITION FOR ANY 
LENGTH OF TIME. 


THOUSANDS ALREADY IN SERVICE IN ALL 
KINDS OF CANTEENS & FEEDING CENTRES ) 
FOOD CONVEYORS LTD. Phone & Grams: EMBERBROOK 1494, 

(SALES) 18 MANOR ROAD NORTH, HINCHLEY WOOD, SURREY 
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The Canteen 


_ = 


Brains Trust 


Plan Set-up From Scratch 


cally 





Miss P. L, Garbutt 


j WOULD advise,” says 

Mr. Moon, “the firm 
concerned to adopt the follow- 
ing procedure : 

First, approach the local 
food office to ensure that there 
will be no difficulty in obtain- 
„ing a catering licence. Second, 
‘contact H.M. Inspector of Fac- 
tories, and obtain his blessing 
to the proposal of installing a 
canteen. If everything is satis- 
factory from these two angles, 
then proceed on the following 
lines. 

Have a plan prepared show- 
ing the proposed kitchen and 
canteen arrangements, includ- 
ing the location of equipment, 
Very careful thought should 
be given to the lay-out, as the 


eficiency of the service 1S 
largely dependent upon the 
‘facilities provided, and, the 


manner in which the equipment 
is arranged, 


Having finally decided upon 


a scheme, obtain two com- 
petitive quotations for the pro- 
vision and installation of the 
necessary cooking equipment 


and fittings. 


There is no point in 
approaching a large number of 
equipment manufacturers, as 


this obviously involves much 
wasted time,. correspondence, 


etc., on the part of the various ° 


firms quoting, and real 
benefit is derived. 

Thereas very little difference 
in the quotations of- the .re- 
putable firms, providing they 
are made aware of the type 
and quality of the require- 
ments. 


no 


Two members of the resident 
Canteens Brains Trust, Miss 
Mr. A. Moon, undertoo 
and with detail one quest 
to BUSINESS for the present séssion. 

In all our questioner seeks the answer to 
‘seven questions of one problem, and here 
are the answers. 


+ Mr. 


We start from scratch: from payment of 
cooks to tabulation of table equipment 
necessary. Now we leave it to the experts. 


In asking for ‘quotations, 
insist on the supplier quoting 
and being responsible for the 
supply of the whole of the 
equipment, including pots and 
pans, cutlery, crockery, ete. The 
sundry items are difficult to 
obtain, and if not included with 
the heavy equipment, the ques- 
tioner may find himself in the 
position of having to assemble 
various parcels of items from 
innumerable firms, involving 
much trouble and worry. 

Pass this ‘headache’ on to 
the one firm! In addition, ask 
for a target completion date 
for the work involved, 

Check the competitive quota- 
tions carefuJly, making sure 
that they are based on items of 
equivalent quality, and after 
selecting the best, a ain 
approach the Inspector of Fac- 
tories, who is invariably most 
helpful, and obtain the neces- 
sary forms and assistance to 
permit the manufacturer to re- 
lease the goods required, 

A similar procedure will be 
necessary if material is required 
for structural alterations. 

And now to deal ‘with the 
itemised queries.” 


How much weekly should 

be paid to the cook? 
Miss Garsutt: “Fifty to 
sixty shillings a week is the 
usual wage paid to the cook 
for a small canteen of this 
type. I would point out, how- 
ever, that the cook should have 
an assistant to help with veget- 

ables, washing-up, etc.” 


Moon: “The cook 


panel of the 
Garbutt and 
k to answer specifi- 
ion submitted 


Mr, A. Moon 


selected should be one capable 
of* keeping records, and witl 
a knowledge of simple accounts 
and also of food regulations 
A wage of from £4 to £5 pe 
week would be reasonable fo 
a suitable type. 

“Tf conditions are norma 
two assistants would be re 
quired.” 


What would be the approx 
imate cost per head per 
al menu such as th: 


Miss Garesurr: “I shoul 
think an adequate menu coul 
be provided at a cost of 10 
to Is, per head.” 

Mr. Moon: “The cost p 
head’ per meal for food on 
would be approximately 8& 
but obviously this is depende 
upon the type and quality, + 
meals served, © and pric 
charged. The inclusion in t 
menu of fresh peas, cau 
flower, fresh fruit, etc., wh 
prices are high, would alt 
the figure quoted considerab’ 

“Incidentally, the figure 
based ‘upen the inclusion. 
offal and other unrationed cor 
modities, thus boosting t 
quantity of meat available 
days when rationed meat 
served.” 


3 What is the general ba 
for the allocation of fe 
per head per luncheon, i 
soup, meat, bread, tea, coff 
etc. ? 

Miss Garsutr: “The follo 
ing table gives average amou 
of some of the more comr 
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For WORKS CANTEENS 


—— — —rS —— — — — — ——— — 
ONE FINGER DOES ALL THE WORK! . 
———— — — — — — —ñ —— 


“fhe Elexapher” 
ALL ELECTRIC 
SERVICE. LIFT 





RE THE ž 
T ELEXOPHER 
* AUTOMATIC 
SERVICE LIFT 


FULLY 


AUTOMATIC 
AND PUSH BUTTON CONTROL 


FEATURES 


at é 


AN ASTOUNDINGLY 
LOW PRICE 


J. CHRISTOPHER & SONS. LTD. 


172 ST. JOHN’ STREET, CLERKENWELL | 


LONDON . - ER A 








FUEL ECONOMY 
IS VITAL 


me BRIFFAULT insuiaren 


Coal-Fired COOKING RANGE 
PAYS FOR ITSELF IN 12 MONTHS 


out of savings in fuel. 


le is officially approved for Works Canteens 


Well-known users include : 


Armstrong-Whitworth Ltd. 
Austin Motor Co. Ltd. 

British Rayophane Ltd. 
Engineering & Lighting Equipment Co. Ltd 
Alfred Herbert Ltd. 

Horlicks Ltd. 

Litton Mills Silk Co. Ltd. 
Metropolitan Police. 
McMichael Radio Ltd. 

Optrex Ltd. 

Triumph Engineering Co. Ltd. 
Wellworthy Piston Rings Ltd. 


and thousands of hotels, restaurants, 
schools, hospitals, and similar establish- 


ments, 


| THE BRIFFAULT RANGE CO. LTD. 


Offices and Showrooms : 
16 Soho Square, Oxford St., London, W.1 


Telephones: GERrard 5552 & 5553 
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- CANTEEN 


f 
foods to allow per person per 
meal, The amounts suggested 
can only be a rough guide as 
they depend not only on in- 
dividual tastes but on quan- 
tities available and on the type 
'of dish. For instance, when 
meat is eked out with veget- 
ables, a much smaller quantity 
will suffice. 
2 oz, boneless meat 
3-4 oz, meat with bone 


4% S 

Ib. potatoes 

ë Ib. spinach 

4 Ib.*green vegetables 








| CLEANLINESS — 
Being Built 
on the Unit 
_ Principle 
can be. 
supplied 
up to 
8ft. long, 
giving 
Double 
Drainers & 
Double Sinks 


Write or 
phone: 


SINK UNITS or _ 
WORKS CANTEENS. “i costs ot iguor obia 


} lb, carrots or other root 
vegetables 

2 oz. dried vegetables 

200 cups of tea can be obtained 
from 1 Ib. tea - 

$ lb. fresh fruit 

1-2 oz. flour, etc, in puddings 

and pastry 

gill liquid for soups or milk 

puddings 

gill liquid for sauces 

oz. spaghetti, macaroni, etc. 

2 oz. rice (for boiled rice).” 
Mr, Moon: “The normal 


— 


W — 


portions served per luncheon 
are : 


- HOSPITALS, INSTITUTIONS, - 
Etc. f 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
' LASTING BEAUTY 












Bowl 16° * 15” X 8”. 
Overall 38° * 19", 


EASICLENE 


PORCELAIN ENAMEL (1938) Ltd. 


| PALACE OF ENGINEERING, 
. WEMBLEY 
| Telephone: Wembley 3363/4 


RT RS OTTENE 9 FD 





5 


and convenient handling ? 


5 le een 2* 


Soup—$ to ł pint, . 

Bread—1 slice 

Potatoes—4 lb. , 

Second veg.—4 ozs, 

Meat—For a category ‘B’ 
canteen, 14d, worth per main 
meal is allowed; and the 
possible increase in the quan- 
tity served over this value is 
dependent upon the number 
of main’ meals served, in 
which rationed meat is rot 
used, 

-‘Tea—An allowance is made oi 
ı Ib. of tea for every 280 hot 
beverages served. Tea is 
drinkable if made in bulk to 
this allowance, but would 
not satisfy many, However, 
cups of coffee or cocoa are 
also classed as hot beverages, 
and if these are- also served, 
the tea may be made re- 
latively stronger. 


able per pound, without 
specifying particular brands 
of coffee. A good coffee may 
cost almost twice the price of 
another, and yet’ work out 
cheaper, 
From this, the questioner 
will doubtless appreciate, that 
to impart all the finer points 
in catering, volumes might be 
written, and it is therefore 


only possible to generalise.” 


If the tea or coffee is 
supplied as an extra how 
much should be charged say for 


a breakfast cup? 
Miss Garpott: “3d. per 
cup.” , 
Mr. Moon: .‘ The usual 


charge in a works canteen, us- 


| ing 6 oz. cups, is Id. per cup 
| for tea, and 2d. per cup for 


coffee.” 
What size teapot would 
you recommend for quick 


Miss Garputt: “ The size of 


| the teapots depends rather on 
| the number of 


This model "E10" | 


people to be 
served at one time. If. meals 
are spaced out, smaller pots of 


| tea could be made freshly, but 
if a large number are to be 


served at one time a 5-pint 


| pot would be the most con- 


venient for handling.” 
Mr, Moon: “ To use tea to 
the best advantage under pre- 


-sent circumstances, it is best 


made in the largest quantity 
possible in accordance with the 
demand. In this ‘instance, 
would recommend the use of 
8-pint enamel teapots.” 
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It Conquers the Cans 


BRITISH 










CAN OPENER 


AS SUPPLIED TO THE ADMIRALTY 
R.A.F., THE BRITISH ARMY, ETC. 


One of the most trying, and not the least dangerous 
of tasks in the Canteen Kitchen, becomes one of the 
easiest and 100%, safe when there is a " Champion ’ 
Can Opener to do the job. 


The “Champion"’ grips the can and holds it firmly 
while the easily turned handle rotates the circular 
cutter, giving a clean opening free from jagged edges. 


Using this labour saver, cans of all sizes can be opened 
in one-tenth the time taken with an ordinary tiñ- 
opener, and it is made to stand up to years of hard 
wear. Write for further particulars to :— 


Medcalfe & Co, Ltd. (Dept. C.}, 
Champion Works, 141-2 Saffron Hill, London, E..C.1. 
Phone & Grams—Holborn 5627 


eset 
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SEs A AAN OA * What kitchen equipment 
p : would be required and the 
An Essential in Every : — “cost ‘to-day 7 


Miss Garputt: “It is im- 
possible to give costs now as 
they fluctuate so considerably. 


The minimum kitchen equip- 
ment required is as follows: 
Two big kettles 
Four mixing bowls 
Twelve piedishes, various sizes 
Ten pudding basins, various 

sizes 
Three or four jugs 
Kitchen scales 
A pastry board 
A rolling pin 
Chopping board 
Two egg whisks 


Drawing Office 






(o ” 
UNO 
PEN STENCILS 


eeeee ee ee eeee errs 


: All sizes of lettering for | 
$ plans and drawings. Signs : 


; and showcards can be: |Gratèr (graduated) 
: quickly and easily made. . : | Flour dredger 
re aa a [oe St Pastry, cutters 


Two wire sieves 
Fish. slice 
| Mincer 
Tin opener 
Corkscrew 
Kitchen scissors 
| Knife sharpener 
Colander 
Set of kitchen knives 
JA measure—ł, 4 and 1 pint 
: | Kitchen spoons 
Four wooden spoons 
Six iron spoons 
: | Two pastry brushes 
: | Six large saucepans 
: | Two large frying pans 
: | Two deep frying pans and 
basket < F 
A stockpot 
Ten baking sheets 
Ten cake tins—various sizes 


A. WEST 
& PARTNERS LTD., 


36 Broadway, 
Westminster, S.Y.I. 


WAPocleesese dco vooooceoassovegessecoserornesenoseresencee, 


: RECTOPHOT RAPID 
REPRODUCER 


Patty pans | 
: : | Two large wire cake trays 
$s : |A bread bin 


A flour bin 

Store jars and containers 
Three or four oven cloths 
| Three or four roller towels 
Six dish cloths 

Six house flannels 

Funnel 


i Perfect photo copies of: 
: documents in a few minutes : 
: in your own office. No: 
i checking. No dark room : 

required, 





RARER ase REESE EEE SEE EEE EEE SESE HEC E STOR SOSH STOO Se 


_ STOP THAT RUSH 
THE CANTEEN 


the bench and save time, 


Write for lists of 


Take TEA, etc, to the worker at 


A ee ee 


Two refuse bins 

Utensil racks 

Two ovens 

Two sinks, 

A hot cupboard and counter.” 
Mr. Moon: “ The equipment 

needed for the numbers speci- 

fied would consist of : 

A 2-oven range with boiling top 

A 15-gal, vegetable boiler 

A steamer (4 cft.) 

A griller 

A 4it. hot service closet 

A cafe set 

A 25 c.ft. refrigerator 4 

A 7-lb. capacity potato peeler 

A double compartment crock- 
ery sink, 4ft. by 2ft, Ift. 
deep (preferably teak) with 
boards and plate rack 

A galvanised double compart- 
ment vegetable sink, 4ft. by 
2ft. by Ift, ain, deep, with 
drainers 

Also work tables and benches, 
shelves, stores, racks, etc. 
As a rough guide to costs, I 

estimate ‘that the inclusive cost 

would be £450. This would be 

reduced by eliminating the 

griller, installing a portable 

steamer for use on the range 

in lieu of the steamer on stand, 

and a water boiler in lieu of a 

cafe set. The two-compartment 

vegetable sink could be reduced 

to one.” 


What table equipment 

would be required, crock- 
ery, etc., and the approximate 
cost to-day? 

Miss Garnsutt: “It is .im- 
possible to give costs now as 
they fluctuate so considerably. 

The following is the dining 
room equipment required : 


Tables 





Chairs 
Crockery 
Cutlery 


Lighting and ventilating fix- 





TROLLEYS, URNS, BOILERS, 
FOOD CONTAINERS, SINKS. 


JAMES FARQUHARSON 
& SONS 


WOOD END GREEN ROAD, 
HAYES END, Middx. 


Phone: Hayes 1416 (3 lines). 





OUD MBE, 1943 89 


HAVE YOU CONSIDERED 
THESE ADVANTAGES—— ADAPTA” Canteen. Equipment! F 


an ESSE cooxeris ' ; 
he Canes 


LABOUR SAVING Continuously alight yet 
only requires re-fuelling night and morning. 


— 













EXCEPT FOOD 





FUEL SAVING Burns anthracite coke or 
Phurnacite. Stores heat when not in use. 


CLEAN No sooty flues. Enamelled surface 
easily cleaned. 





EFFICIENT Large ovens with controlled 
heat. Extensive boiling and simmering area. 


| ts i 
STACKAWAY Gran mas (7) 
PATENT PE AINE N” 44678/45 





When writing for particulars also ask for details 

of ESSE Steam Cooking Equipment which incor- 

porates the latest approved safety principles with 
modern design. 


Head Office & Works: 


E Gl Ge. BONNYBRIDGE - SCOTLAND 
- London Showrooms 
rere 63 Conduit Street, W.i 










oter Compiy e II Ludgate Circus, €.C.4 
Puth & WELLITOOG an y Also at Liverpool Edinburgh 
Glasgow 















PHURNACITE 


THE NEW SMOKELESS FUEL 
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STORE RACK — 
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STORE CUPBOARD. 


SP 


CANTEEN CUTLERY BOX 


24° zlò"a &* 


FOR HEAT 





STORAGE COOKERS & STOVES 





RACKS, PASTRY 
& CHOPPING 














: FOR DETALI WHITE*TO)— 
OXFORD WQODCRAPT LTD. 
474-498 CO ROAD, OXFORD 


Phone: OXFORD T758R. +, Grame: TEAMWORK, OXFORD 






AT  REGD. DESIGNS 
oe '  838903-825610 


For further particulars apply to your REGISTERED 
COAL MERCHANT or to :-— 


STEPHENSON CLARKE A service that will take care of all your 


& ASSOCIATED COMPANIES LIMITED Canteen problems from Planning to 
4 FENCHURCH AVENUE, LONDON, E.C.3 Pie Dishes. 


EX POWELL DUFFRYN Product | 


















CANTEENS 
FACTORIES 
OFFICES, ETC. 


ETC. 


We will gladly send an 
expert to discuss your 
canteen, factory, or office 
flooring problem. .. any- 
where ., . any time. — 
obligation, Please write 


ee y 


i 

| roir | 
The Great Metropolitan Flooring CL | 
73 Kinnerton St. SW.. ‘Sloane 0047/7! 
| 






















COFFEE 


Choice Blended Pure Coffees 
from 1/8 to 2/8 per Ib. 


Specially Recommended 
2/2 per |b 
7 or 14 Ibs. post free. 


W. H. WHITTARD & Co. 


111,Fulham Rd.,London.S. W.3 
hone: KENsington 426}, 


PROTECTION 

Penfold fencing products are 

best for all enclosures, Machinery 

" Guards, Conveyor Belts, Store. 

and Factory partitions and many 
other industrial uses. 


Please ask for. 
full particulars : 


PENFOLD 
FENCING Ltd. 


Imperial Works, 
Watford. Phone 2241 | 








ing 


— — 


No | 


Heating instalments 
Tablecloths 

Glasses, jugs, cruets, curtains 
Pictures or posters, trays 
Cleaning equipment.” 

Mr Moon: “The remain- 
equipment needed, apart 
from furniture, may be classi- 
fed as light equipment, and 
the following list will cover the 
full requirements for the 60 
diners. . Additional crockery 
and cutlery is included, to 
cover breakages and losses. 
Items which may be eliminated 
area marked with an asterisk 
Two tsin, by 12in. by 6in, deep 

fat fryers (to use on range) 

for fish and chips 
Six pastry trays-(turmed up 4 
sides to fit ovens : 
*A Chopping board, 12in. by 


oin, 

A hand potato chipper 

* A small meat slicing machine 
(hand) , 

A mincing machine (if obtain- 
able) 


_* A hand bread slicing machine 


(if no meat slicer) 
A pair kitchen scales 


_A spring balance to 120 Ibs. or 


more 

Sixty in. tinned plate rings 

A graduated quart measure 

A sef pastry cutters 

A combined grater 

Six 6in, basins, six meat hooks 

A knife cleaner, 14in. colander 

Three 16in, rectangular enamel! 
dishes _ 

A 24in. enamelled mixing bowl 

Three enamelled butcher's 
trays 

Four cutlery boxes 

A flour and. sugar dredger 

A large kettle, a 3in. ladle 

Two Lancashire pattern potato 
peelers 

Two ice cream servers (if 
obtainable) for serving vege- 
tables 

Three 8-pint teapots, a slice 

A whisk, a spider 

A wire skimmer 

Two store and two waste bins 

Four salvage bins 

A menu board 

A cash box, a dust pan 

A mop, a mop pail 

Six floorcloths, a doz. swabs 

Two dozen tea towels 

A roll muslin (covering food) 

Six roller towels 

Four scrubbing brushes 

A deck scrubber, a broom 

A shovel, a corkscrew 

Two galvanised buckets 

Four assorted enamelled jugs 
(pint upwards) 

A potato masher 


~ BUSINESS Jor 


A tin opener, a box opener | 


A large rolling pin 

Six jin. roll pudding 
(length to fit steamer) 

Four egg cups (use as pie 
raisers) 

A chip shovel 

Two wooden spoons 

* A flour sieve 

Four metal serving spbons 

A large conical strainer 

our r8in. waitresses’ trays 
A clearing trolley 

* Four wooden cup trays, 
by roin. by 3in. (inside) 

A saw edged bread knife 

A ham slicer 

Two cooks’ (6in. 
roin.) 

A sin. boning knife 

An Sin. palette knife 

Two vegetable knives 

A cook’s fork, a steel 

*A 30in. galvanised bath 

* A s-gallon stock pot with tap 

A pair scissors (for fish, etc.) 

An Irin. frying pan 

Six baking tins (half oven 
shelf size) 

A 6in. saucepan 

An in. ditto 

Two 2-gallon ditto 

A 1-gallon double pan 

Two 5-gallon oval boilers 

108 9-0z. cups, 72 saucers ` 

72 6hin. tea plates 

72 Shin. deep sweet plates 

72 oin., diner plates 

72 ain. soup plates 

72 dinner knives and forks 

72 dessert knives, forks and 
spoons 

72 fish knives and forks 

72 soup spoons 

Six only tea spoons (if tea pre- 
sweetened) 

15 condiment sets 

72 4-pint tumblers 

15 water jugs, quart size 
As a rough guide, I would 

estimate the cost of these 

items at £150. Incidentally, the 

cost of equipment per head is 

always greater for smaller. 

numbers, as many items do not 

require duplication for larger 

numbers. 
If a better type of service is 

required, additions would in- 


tins 


16in. 


knives and 


clude vegetable dishes, gtavy | 


and sauce boats, table spoons 
and forks, and cheese and bis- 
cuit dishes. If the diners are 
to be permitted to add their 
own sugar and milk to tea and 
coffee, additional teaspoons will 
be required, also milk jugs and 
sugar bowls. Flower vases may 
also be added to advantage.” 


* Optional 


— 

















aa * Man Hours with the 








woe FLOOR 
SCRUBBING MACHINE 


The Dixon Power Floor Scrubbing Machine 
not only covers the floor seven times faster 
ik leaves it infinitely cleaner than by the 
t-f: oned and costly charwoman method. 
Dixon. is made to scrub any type of 
oor, is easy to operate and can be used by . 
any ‘available labour, It is power-driven and 
‘perfectly balanced and will not tire the 
poperator, It is easily converted into a Floor 
. and Burnisher. Write and let us 
J show you how to save valuable labour and 
aintain your floors in a healthy and 
hygienic condition, 


R.G. DIXON & CO.LTD. 
CAPITOL WORKS, EMPIRE WAY, WEMBLEY, 


Middx. Phone: Wembley 4139, 


HoP 


As supplied- to Government Dep riment 
Municipalities, Ho spitals, Sanatoria, In- 
stitutions, Commercial and industria l 
undertakings, etc. 








PLASTIC TOKENS 


‘| -embossed with your own name, 


A substitute for paper billsandtickets | | 
Y | 









at 


HALF THE COST 


as supplied to British Restaurants, 
Works Canteens and Clubs. | 


UR COLOURS. TWO SIZES 


> 





.D.A. (PLASTICS) Ltd. 
IMPERIAL HOUSE, 
HARLEY PLACE, BRISTOL 8. 

Phone 38251 









“THE BEST . 
BY TEST” 
— A 


44, BERNERS STREET, LONDON,W.1 








2}, disco a. 
nE li ot | to meat Taon, 


pee be Payment with xder for ‘single FISH. 

_ insertion, et eee ; 2. Ibs, per 100° mait 
OPPORTUN and breakfasts; © 
rib. per 100 suber 
meals, whichever is 





ot chaise 






























































 pastewar pre ogra } 

oUt by and Novelty hes preferred greater,- 

aby oidestabhshed reputable firm NOTE—-The above “weights re th LE: —* 
vith a varied plant — J À for whole fish, í vot filet are stb a — OZ. “per meal an 
geing articles. in g - ehas e weight o ets must beo | 
Fe orcas o | doubled. g 4/8th OZ, per hot beverage. 
irst instance, to Box . | MTK (Ligvo), o TEA, : : 


ee on ee Ho z 6 pints per 100 hot bevers A aib. A p — — 


ages served: or 
“4 pints per 100 breakfasts, FS 
main meals and hot bev- 






point. for. every. 4 ï 
eals, 








"Productions "Limited — 








nanica a erages served. ee S auhi 

eals a change of name from R. | | ' Point for every subs 
eppelthwaite Limited, the well a — ED), w diary meals. 

Ww rm of mechanical and o C Um tor every ga on o ; 
idraulic engineets. The Company ` figaid milk allowed. J ey cay — — 
vas recently recapitalised at £100,000, | PRESER ES. I point for every & break- 
Beni eee —— ee es ude lade, — 
enne , Mr aite r, E, H, : i HCEuGes jam, marma age NOTE: — Where the term hae ex 
Biber and Mr, €. V. Waterhouse, honey, mincemeat and fruit meal served” is used, this su pee 

FOR SALE curd. E > all meals, 


















































— * Stamp: Affixers, ‘Two i 
adels, new condition. ~- Offers ee — 
fanovie Ltd., Slough; ` — TE 
EET Nati —— a “tick, pe- ; TABLE OF. “ALLO NCI Bs 
T iona. — used, in excel- | Í ‘ ae 
dit for disposed. — |. Meat, per main meal : ad retail ‘value Td. retail value”. 


F Leicester. : 
as * Bacon/Ham, 





—— ; per breakfast, ob oz ay Ok. 

= 7 „a main meal, i/fth oz. Í 1/7th oz. 

test — Sor ana — 4 subsidiary “meal, 1/14th- oz. 1/14th oz. 
ages eed Wa a Toulon, aon‘ ategory F, Four times the allocation of Category A. 

mercial Consultant, Listerdale, | Butter/ Margarine BOL. | , Foe 


Rotherham, g 
GFR gist „specialising in sales Ei — Fats 


2, ean he consuli te a by those al which ‘not more than 7 dini ast more tha 


one-quarter maybe butter one-quarter may be patter 
and ORe- i cooking and aes bai cooking 
nt. o ERR, fat. $ 
, per ne T R 15; ih BE. - -` 178th oz. 
ry) hot: ‘beverage. 1/Sth oz... os L/8th oz. 


sh sibs per 100 main meals and — or 
Ibs. “per, 100 subsidiary meals, whichever is the greater, 


Cheese, per meal 27th oz. 7 2/7th oz. 















Bags for alt purposes, "John 
d., 2 Aylmer Par ade, NZ, 



























Untview. 87/8 E Points, 1 point per ; main meals 
Holders. 2 N l Cp & breakfasts. ; 
— t i R- subsidiary meals. i 
— i g tea meals, es 
Tea per 280 — — Lib. Lib 


> Stare Pine. Obes ng 













“Time Recorders (all m ta p és or at option (see leaflet G.250),| 
< eash sale, exceptional —— — n  ¢ per 100 main — breakfasts and hot beverage 
Write, “ Betarcol,’” Box 95, Smiths’, | “ai — | 
100 Fleet Street, London, E. 0.4. ae 

Wg | Preserves, per meal 1776h oz. 


a per packed meal S/Sth oz. 
— Processed Eggs, per 100 meals. i Ib. 
— served per four. weekly period, 

Notes.—(a) A pithead canteen servis 
, its meat allocation frön 
F instead an increase. from 
J— allowance. Tb may, in 
3/4 oz, dripping per packe 
A separate leaflet ( 














ne —— Gas ‘Con ae 
80. Steel Locke ase or 


House, “Liverpool, L 
“paid for Typewriter 
3p to $ years olds. 
0, 25 years, Porta’ le Type > : 
Fs “alee. offered in: exchange. : , @) | 
— Release your machine and help us to 9° priority slowances t 
serve the Government's needs. == entitled, has been 
King's Equipment Oo. 26 Buchanan... ~ thatit may obtal 
3 ees Holborn, London, E.C ances made, for su 









ain an allow ant 






bdag out the re 
priority establishments. 
renlated. A pithead canteen should 
for the main meals if serves the 
bsidiary meals, 



















